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5. FOREWORD

KUHeS ia committed to ensuring that the public funds that i@ recsives
are utilised efféctively and efficiently for their intended purpose, and
that such funda are properly mantaged in sccordance with all existing
regulations, rules, and applicable lavws.

These financial regulations are o translation of this commitment. Thin
policy is a guide 1o all members of stafl and other stakeholders on the
financial regulations of the university.

I would like 1o thank all sakeholders who participated in the
development of thia policy.

ol

Professor Franes Moto
Chairman of Council



6. PREFACE

As o public institution, the Kamusu University of Health Seiences
(KUHeS) is commirted to achieve its olyectives through efficient nnd
effective execution of its educational programmea. The University secks
to have excellent financial management systems that enable it to
effectively utiise its resources to realise optimal resulis in every field,

These regulations azm at guiding the conduct of all atall members in
the umiversity to ensure that various controls set by the Council are
mdhered o,

While the Council will ensure that an institution adheres 1o good public
financial management principles, successful implesdentation of the
policy requires  unwavening commitment from all stakeholders.
Therefore, the Council of the Kamus College of Health Sciences is
delighted 1o be associated with these finanoal regulations and approves:
this decument in iis snbirey.

rey

Professor MacPherson Mallews
Vice Chancellor



7. ACENOWLEDGEMENTS
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compilation of this Financial Regulation Policy. The team comprised
Mrs. Lydia Mbewe, Mr. Masauko Kachigamba, Mr. Oenezio Mugawa,
Mr, Samaon Kalulu, Mr, Henry Chiwaya, Mr. George Namandwa, Mr.
Mike Rashid and Mr, Palinji Mungoni. Finally, the University woubd like
to acknowledge the waluable input of the Finance and Investment
Commattee of Council for therr contribution to the palicy,



8. LIST OF ABEREVIATIONS AND ACRONYMS

EFT

GAAP

CoM

GHN

HaD

IFRS

VAT

WHT

Electronic Funds Transfer

Genemlly Aceepted Accounting Practice
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Goods Received Note

Head of Department

International Financial Reporting Standards
International Public Sector Accounting Standards
Local Purclinse Order

Medium Term Expenditure Framewark
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Procurement & Disposal Unit

Procurement and Disposal Officer

Public Finance Management Act

Director of Finance and Invesiments
Malawi Revenue Authofiny

Unwversity Regiatrar

Value Added Tax

Withhalding Tak



9. DEFINITIONS

In these regulations, unless the context otherwise redquires:

Accountable Officer

Capital Budget

Capital Expenditure

Cash Value ltems

is an officer of the university who may
approve  of  expenditure and  be
accountable for it For the purposs of
this Manual the Director of Frnance and
Investiment and  Exécutive Dean  are
sccouniable officers.

Means any person appointed in writing
b the council and charged with the duty
of accounting for any goods andfor
services, with respect 1o which funds
have been approved for expenditure.

Independ, ditors app d by the
Universaty Council wunder  KUHeS
Smamuten, Auditors melode independent
auditors appomted to carmy out project
audits  ar  the donor’s spealle
redquirement.

refers to the budget for the university's
fixedd masets procuremient, construction,
of improvement.

is the expenditure incurred by a
university for the ACGuisition,
construction, or improvement of fxed

ASSETE

Cash value items of stationery wiclude all
official receipts, local purchase order
(LP0), and all tema of stationery that are



Corporate Office

Director of Finance and

Executive Dean

kept under lock and key fin safe and
siTong rowmns),

Means the Charpersan of the Council as
appunied n Gocordance wath Secoon 9
of the Kamuxu Univermity of Health
Sciences Act, 2019,

Means the Corporate Office of the

“Kamum University of Health Sciences

and is stunted in Blantyre.

Means the Councl of the University
established  and incorporated  under
Section & of the Kamuzy University of
Health Sciences Act, 2019,

An aflicer appointed by the Counel
under KUHeS Statutes and (s under the
npecial or general direction of the Finance
Commines.

Means an Executive Dean of n school
appointed pursuant 1o Section 31 of the
Kamuzu University of Health Sciences
Act, 2019. This iscludes a person acting
an an Esecutive Dean in his absence.

Means the commitiee appointed by the
Counal under KUHeS Statute.

This shall include all moome, net
proceeds from disposal of assets not
meant  for  resale.  interest  from
nvestrments (deposits and government



and Dizposal Committes

Health Sciences

necurities), and proceeds frarm
miscellaneous items,

Internal  Procurement and  Disposal
Committes  refers 0 8 committes
eonstituted under  Section 26 of the
Public Procurement and Disposal Act,
2017,

- Kamus I..Inwer-::( of Health Sciences,

established under Section 3 of the
Kamum University of Health Sciences
Act, 2019,  Wherever possible, this
combines  the corporate  office  with
nchools.

refers o any minister  specifically
appointed to examine the affairs of
Kamuzu University of Health Sciences.

Means the Registrar of the University
appointed  under Section 23 of the
Kamuzu University of Health Sciences
Act, 20019 He is the head of
administration of the corporate office

refers to income from fees, charges, dues,
and ether amounts payable by studenis
and all revenue grunts made by the
Malawi government or by any other
EOVETIMDIENT, PETON;, OF OFERMNIBIIN.

1% within the University establihed

pursuant to Section 30 of the Kamumy
University of Health Sciences Act, 2019,



Stall regulations

Meana the Senate of the Universay
established under Secton 27 of the
Malawn hamum: Universty of Health
Sefences Act, 2019,

For the purpose of this manual shall
mclude the Director of Finance and
Investment, Finance Managers, Granis
Finance Manager, and Investments
Manager, unlesn otherwise specifically
mentioned.

refer 1o the stall manuial, which includes
stall Terma and Conditiona of Service,
and Code of Conduct.

refers 1o the Viece Chaneellor of the
University, appointed under Section 20 of
the Kamuzu University of Health
Sciences Act, 2019, He is the Chisf
Executive Officer  of the University
Executive Deans,

vl



10. BACKGROUND AND SCOPE

Kamuzu Unlversity of Health Sciences was established under the
KUHeS Act of 2019, It was established by merging two colleges, the
Caollege of Medacine and Kamuzu College of Nursing.
The Financial Regulations are primarily aimed at providing the KUHeS,
{which includes corporate offices and schools), with policiss and
idelines for the admi wtion of revenues due and collected and
expenditure incurred, with the objective of promoting the financial
discipline of stafl ar all levels. They also assist in ensurmg that
unréersity resotinces are properky utilised to enable it 1o be in line with
it mission and viston. Wherever & Schoo! becomes autenomous in
terma of operalion and scootntabdity, apecial inancial regulatons may
apply to that school only i the areals) of exception.

11, THE RATIONALE FOR THE POLICY

These KUHeS Financial Regulations are a sct of rules and policies that
lay down the financial powers, muthority, and responmbilities inoan
organisation with the aim of assinting in the regulation, monitoring, and
controlling of financial iranaactions.

12. KUHeB VISION

A world-class university and centre of excellence in health education,
research, and innovatson.

13. KUHeS MISSION

To advance knowledge, professional competencies, skills, and
innovarions n heahh seiencen through high-guality student-centered
and munovative education and research that responds to and mfluences
national and global policies. health, and development needa in an
efflicient, sustanable, and result-onented mannes.



14. ATMS OF THE POLICY

Thess Financial Regulations are to provide the Kamusu University of
Health Sei with pal and guidelines for the sdministration of

revenies due and callected, and expenditure incurred, with the
objective of promoting financial discipline at all levels.

Thus, Financial Regulations are sets of rules, policies, procedures, nnd
guidehnes that lay down the powers, authority, and responsibility of
officers to incur financial commitments and authorise payments,
specifying their imits and suthning the procedures to be followed.

15, OBJECTIVES OF THE POLICY
The Financial Regulations have been designed to:

a Provide means of acdmi wng the il provish as
stipulated in Sections 36 to 40 of the Kamuzu University of
Health Sdences Act, 2019,

b Harmonise and standardise their application throughout the
Universaty including Schoaln: and

¢ Facilitate effective controls, and therefore reduce the risk of error,
fraud,_ and m!npprnpnntinn of funds.

Al those invobved in finance whether directly or indirectly, in any
manner whatsoever, must take cognisance of and strictly adhere to
these regulations and  procedures Any questions regarding
interpretation should be referred 1o the Director of Finance and
Investment at Corporate office or respective school for clarification and
puidance. Any departure from these regulations will constitute An #ct
of minconduet.



16, SECTION 1: INTRODUCTION
The introduction sddresses the (allowing issies:

16.1 Financlal Regulations

Financial regulations are a set of rules and policies that Loy down the
financial powers, authority, and responsibilities in an organization.
Regulations asaist in the regulation, monitoring, and control af financal
transactions,

The Kamuwm University of Health Sciences Financial Regulations, as set
herein, deal primarily with the Kamus University of Health Sciences
(which includes the Corporate Office and Schools) procedures and
regulations in the administration of revenues and expenditures, and
are nimed at promoting the financal discipline of stafl ot all levels.

16.2 Objectives of Kamusu University of Health Beiences
The Kamuzu University of Health Sciences was established under
Section 3 of the Kamuz University of Health Sciences Act, 2019, The

Corporate Office in in Blantyre.
There are currently five schoals within the universty as per Section 30
of the Kamum University of Health Sciences Act, 2019, namely:
& School of Global and Public Health
. School of Maternal, Neonatal and Reproductive Health
©. School of Nursing,
d School of Life S¢iences and Allied Health Professions
¢ SHchool of Medicine and Oral Health
The objectives of the University are:
Geonerate knowledge and evidence that will influence palicy for the

ndvancement and development of better healtheare and related
programmes at all levels,



Develop quahfied and slalled human resources for health and related
disaplines committed to addressing national health challenges, while
contributing o the Global Health agenda.

Esablish a conducive weaching and beaming environment for health-
related disciplines, wherein staff and students feel secure 1o wark:
independently and collaboratively.

Provide opportunity of acquining- higher education to all persons
wathout discrmination

Caontribute towards national development through researched-based
community outreach and engagement activities.

Promote and nuriure a culture of entrepreneurship, invention and
innsvalion in heath service delivery

Develop partnerships with industries and other stakeholders for the
generation, tansfer, adoption, and appbcation of health-related
technalogien.

F’mmplmryﬁormdepeuﬂm1crnnﬂlhmj&ngmdmhtmeﬂ
intellectual discourse among studenis.

16.3 Operating Principles of the C il of the University
The Council of Kamuai University of Health Sciences has the foliawing
general operating principles (Section 8 of the Kamusy University of
Health Sciences Act, 2019);

a Sulnghnﬂ tdr!gl.ue-d iri all eowrts:

b Acquinng by purchase, gefis, devise bequest, operaton of law or
otherwise, real or personal property wherever sitinied oF any
right or interest therein and holding the same in any capacity,
tncludmp that of the trustee

¢ Granting, selling mortgaging, hypothecating,  allenating,
assigning of letting real or personal property; and



d Subject to this Act, deing or performing all such acts and things
as a body corporate may by liw do or perform, or such as are
mncidental or appertain to a body corporate.

16.4 Functions and Powers of the Council
The functions and powers of the Council of the University, as per
Section 10 of the Kamuzy University of Health Scences Act, 2019, are:

16.4.1 Functions of the Council
The functions of the council ane:

a  Govern, maintain, administer, dispose of, and sove as hereinafier
provided, to invest all or part of the property, money, kssets, and
nights of the university.

b Take such steps as they determine fit for the purpose of procuring
Aand receiving contributions of raising money in a manner that it
deems fit for the lurtherance of the aim and objects of the

university.
¢ Pronide payment of scholarships, prizes, grants, and other
payments 1o university students.

d After ddering fations from the senate, determine,
in consultation with the Minister, the feea b0 be charged to the
amdent.

& Determine, i accordance with the procedure prescribed by the
statutes, how individuals are to be awarded Honorary Degrees of
the University.

[ Decide, after consultation wath the Vice-Chancellor, whether any
donation, git, grant, device, bequest, or any other bounty to the
university should be accepred.

§ Belect persons for entry into the university as students on the
recommendation of a selection committee established by the
Statutes and,



b On recom datson of S . idopt statutes of the universiy,

16.4.2 Powers of the Couneil
Powers of the University Councl ahall not be limited ta:

o, Enter into engagements and te pccept obligations and labilities,

b Demand and receve fees, subserpuons, deposis, fines, and
other payvments and to cffect payvments of any monctary
ohligations.

c. Demand and receive feen, subscriptions, deposits, fines, and
other payments and to effect payments of any monetary
ohligations.

d Bomow money on behalf of the University and for that purpese if
it canaiders appropriate, to morigage, or charge all ar any part of
the real property of the University, unless the conditions af any
will, deed or gift or other similar instrument are thereby
contravened, and to give such other security, whether upon
real or personal propery or otherwise, os it deems (i

e Invest any moneys of the university., including any unapplied
incame, it such stocks, debentures, funds, shares, of other
securties as the council muy, from  time o time  determine,
whether within or outside Malawi and to vary such investiments
froan time to time by sale, re-investment, or otherwise,

L

Sell, buy, exchange, lease, rent, grant or iake on leass or rend,
redl oF personal proaperty o pornons thereof on behall of the
umiversity, and 10 scquire any casement over any propesty held
by any person or to consent to any casement, whether public or
privile, over any property of the university.

¢ Undenaking and executing any trust, the undertaking whereol
miay seetn deairable to the council for the aftamment o fulfilment
of-any of the objects of the university and to hold, invest, manatge,
or distribute m furtheranes of and o secordance with any trust



direction, discretion, obligation or permission, any property of
mncome from any preperty held by it as Trustee subject io such
Trust.

Enter into, vary, carry oul, of cancel contracts on behalfl of the
university.

Compound or compromise any action, sult, procesdings, or any
debt or claim, and refer iy matter (o arbitrations.

Maintain bank accounts, and cause proper books of accounts to
e beept and audited for all suma of money received and expended.
by thé priversity and for the assets and Nabilities of the university
m arder to give o true and fakr account of the state of affars of
the wnversiry ond 18 RSt ions.

On the recommendation of Senate, esmblish, institute, or
dispontinue schools, centers, insututes, or other scodemic
departments or sections of the university. in accordance with the
Aet,

Determine terms of service and general conditions relatng to the
emphymenl of academic, administrative, technical, and support
stall and to establish, disestablish, or othenwise make or
discontinue b cial provi for appointmenis to such posis.

. Determine the salary scales and general rates of payment for all

categones of stafl apponted by the university and other persons
commissioned (o render services to the university, and to appaint
and employ such persons, pay their salanes, wages, or feea and,
subject o the provsions of the sisiutes, terminate the
appointmenis.

Provide schemes of insurance and penséon for persons employed
by the university and 1o subscnibe (o benevolent and other funda
for the benefit of the employees and o make pavmenis io
appropriate beneficiaries, as & thinks fi.



o take such steps as it determines appropriate for funhenng the
obyects and interests of the unversity by malang provimon for
teaching and learning, research, printing. and publicanon of
research and other works that may be issued by the university
and for the welfare of the stall and students of the university.

. Call for reports from the vice chancellor or the Senate, and review
the work of the university in light of the repons.

4 Make provisions for payments to external examiners and other
persons to wham it findas it fit (o make payments to further the
aim and objecta of the university.

r. Enter into agreements and other relationships wath institutions
ar bodies, whether academic or otherwise, for such purposes as
the Council, may determine, inchiding the embodiment within
the University of any other mstitution or body and taking over
and assumption of the property, rights, privileges, and liabilities
of sther institutions of the bady; and

s Establish such commitiees. as it may determine the necessary
functiona for any one of its committess or officials,

16.4.3 Structure of the Kamuzu University of Health Sclences
The Kamuzu University of Health Seiences Act 2009 describes the stall
complement and the organisation structure as follows:

6, The Kamusu University of Health Sciences shall have staff
complements, as approved by the appropriate commitiee, and a
s SYRLEMm ing on etal prineipl

b The Kamuzu University of Health Sciences shall develop and
ndhere 1o an organisation and procedire manual, which shall
specily, in  detail, the organisational structure and
responsbilitics of the Council and the siadl of the Kamuzu
University of Health Scences and the manner in which all
activities are specified in the organisational and procedural
muasial



Mmbdnuummdnwmmmmmqﬂ
Health Scrences shall have a small number of key stall with specific
emphasis on core activities, as specified in the organisation chart below,






17. BECTION 2: FINANCIAL MANAGEMENT AND ACCOUNTING
GUIDING PRINCIPLES FOR IMPLEMENTATION

17.1 Fundamental Principles
The Fundamental Principles for KUHeS Finance are adopted from the
International Federation of Accountants [IFAC) code of ethics, which
atipulates that 1o achicve the ohijectives of the accountancy profeasion,
professional accouniants mus! observe the following fundamental
prineples:
. Integrity
Professional accountants should be struightforward and honest.
b Objectivity
Professional accountants should be fair and not allow prejudice
or bias, conflict of interest, or the influence of athers to overnids
abjectiviny.
. Professional Competence and Due Care
Professional accountants should perform their work with due
care, competence, and diligenee. and have o continuing duty ta
maintam profeasional knowledge and skilla at the level required
to enmire that the employer receives the advantage of competent
professional  service based on  up-to-date developments in
practice, leg and T
il. Confidentiality

Professional accountants ahould respect the confidentality of
miormation  acquired durng  the course of performing
professional services and should not use or disclose any such
information without proper and specific authority or uniess there
1 adegal or professonal nght or duty 1o disclose.

. Professional Behavior



Professional accountanta should act in a manner consistent with
the reputation of the peofession and refran from any conduct
that might bring discredit to the professson.

f. Technical Standasda

Professional accountants should carry  out their work in
accordance with relevant technical and professional standards.
They alse have a duty 1o carty oul with care and slill the
nstructions ol the employer insofar as they are compatible with
the requirements of integrity and objectivity.

172 F Palicy Imp
The University shall be-guided by the following

w. The Kamumu University of Health Seiences Financinl Regulations
have been tssued with the authority of the Council and may be
amended from time to time, a8 the Council may direct.

b. These Financial Regulations are to provide the Hamusuy
University of Health Sciences with policies and guidelines for the
administration of revenuwes due and collected, and expenditure.
incurred, with the objective of promoting financial discipline st
all levels,

. Thus, Financial Regulatbions are sets of rules, polices,
procedures, and puidelines that Iy down the powers, suthoricy,
and responsibility of officers to incur financial commitments and
authonse payments, specilying their lmits, and outlning the
procedures to be lolowed.

d. The Financial Regulations have been designed to:

i.  Prowde means of administering the financal provisions as
stipalated in Sections 36 to 40 of the Kamuzu University of
Health Sciences Act. 2019,

d. Harmonise and siandardiee their application thraughout
the University including Schools; and



. Facilitare effective controls, and therefore reduce the risk
of error, fraud, and misappropnation of funde

. All those invelved in finance whether directly or indirectly, in any
manner whatseever, must take cogmizance of and strictly adhere
to these reguladons and procedures.  Any questions regarding
interpretation should be referred 10 the Director of Finance and
Investment at  Corporate office or respective school for
clanfieation and gudance.

f. Any departure from these regulations shall constitute an act of
miksconduct.

17.3 Performance of Functions and Management of the Affairs of
the KEamusu Unbversity of Health Sciences

The functions of the Kamuzy Univermty of Health Sciences and the

management of the operatons of the Kamuni University of Health

Sriences are vested as follows:

17.3.1 The University Council

The Council ‘of the Kamuzu University of Health Sciences is the
governing bady and s responsible for the managemen: and
administration of the university and its property, revenues, and general
control over all affairs of the university, as follows:

. Manngement of doy-to=day operavions of the Kemues University
of Health Sciénces activities;

b. management of the funds, property. and bussness of Kamusg
University of Health Sciences;

. administration, organisation and control of otheér officers and
atifl of Kamuzu Univernty of Health Scienices; and

. Effective admintstration and implementation of the provissons of
the Kamuizu University of Health Sciences Act, 2019,

17.3.2 The Vice Chancellor



The Viee Chancellor of the Urmlerixy s the Chiefl Execurtive Officer af
the University and s appointed by the Council junder Section 2041
of the Kamuzu University of Health Saencen Act, 201%9].

17.3.3 Deputy Vice Chancellor

The terms and conditions of emplovment of the DVC - Finance ahall,
subject to the KUHeS Act and the Statutes, be o determined {rom time
1o time, by the Caunel.

17.3.4 The University Registrar

The University Registrar is the Head of the administration under the
Vice Chancellor, and he is the custodian of all the records of the
university. He was appointed by the Council (under Section 22 of the
Kamuzu University of Health Scences Act, 2019),

17.3.5 Executive Deans of Schoals

The Executive Dean shall be the Head of the schoal and as an academic
leader shall be responsible for the pursuit of the strategic plan and
Business Flan of the University: the Dean shall have managerial
outhority over the school exercined for the benefit of the school;
Pursuant to Part Il Section 5 (i) of the Act, the Exécutive Dean shall
position the school to attnin the aim -and objectives of the university
through teaching and learning. research, consultancy, and oommunicy
engagement.

The Executive Dean, in consultation with the Academic Deputy Vice
Chancellor, is responsible for:

a. Overall planning, develor , review of ic programmes
and obtaming the necessary approvad of the School Hoard and
Senare,

b Implementation and debvery of all programmes including
examinatione.



¢, Ensunng programme  accreditaiion  and | professconal
miernational stapdards

d. Setting standards for stiedents’ selection in the schoal.

. Building & culiure of contnuous improvement o siudents®
experience and engagement through  quality learming and
teaching.

17.3.6 The Director of Fi and Investments

The Director of Finance and Investments is the fiscal officer and
tremsurer of the university and is appointed by the coundcl, Hin
functions are stipulaled in the KUHeE Act of 2019 and ita statutes.

17.3.7 Delegation of Financial Powers

The Counctl-shall delegate any of the financial powers and functions 1o
a Fnoance Committee established under Statutes of the Kamuzg
University of Health Sciences Act, 2019, who may in turn delegate to
the Director of Flnanoe and Investment.

17.3.8 Distribution and Amendment
. The Director of Finance and Investment is responadble for
ensuring that all offieers, ineluding those in respective schools
charged with accounting or finance duties, have available o them
a copy of these regulations and that they fully understand them.
b Regulations miay be amended occamonally, as circumstances
may require, by arculars issued by the corparate office following
the appraval of the Counell  of the Universary.
17.3.9 Financlal Accounting and Control
Frnanecial sccounting and control measures shall talee the following into
aroount:

a. Books of Accounts

According to Sectian 78{1) of the Public Finance Management Act,
2003, the Ramum University of Health Sciences and its



reapective schools shall keep proper books of accounts and other
records relating to its accounts as described in the accounting
manual and shall ensure that all monies received are properly
aceounted for and all payments are properly authorised and
corectly made, and adequate control is mamtamed over its
property and over the incurring of labilittes by the Kamuzu
University of Health Sciences. The books of accounts include
peneral ledgens, accounts payables, accounts receivables, cash
beoakis, journals, operational books such as purchases and sales
Journals, inventory accounts, and any other book of account
management may think At

The accounts of the Kamuzu Unwversity of Health Sciences,
including its schools, shall be audited at the end of each financial
year by indepencent auditors who are to be appointed by the
Couneil (Section 37 of the Kamum University of Health Sciences
Act, 2019) or such badies may be delegated.

©. Accounting Manual

To ensure that the above legal requirements are adhered to, the
hrector of Finance and love shall i an
Accountmg  Manual contanmg  accountmg  procedures, a
descniption of books of accounts, chams of accounts, other
subsidiary nccounting records, and instruction for the accurate
upkeep of books of pccounts. The Accounting Manual will also
prescribe inancial statements and performinice repots prepared
by Kamuzu University of Health Sciences and its Bchoals from
time to time,

4. Reconciliation

Reconciliation of the main books of accounts with subsidiary
records and bank statements of all bank accounts shall be



carried out on & regular basis and, in any case, of least once every

month.

18, SECTION 3: BUDGETING AND BUDGETARY CONTROL

18.1 Introduction

Budget is a plan of actions expressed in monetary terma. This acts as
a yardstick for control purposes by g s agains: pl d
activitien, supporied with reasona of any arising differencen.

18.2 Budget

A Budget is a plan of sction expressed n monelary terms o achieve
specific objectives.  Thus, it is a management tool for control. It is
imperative that management at all levels of the Kamuzu University of
Health Saences should prepare a budget within three months, o
speafically mentioned in the accounting manual for presentation 1o the
Council for approval. The Budgei shall be in the form of estimates of
income and expenditure for the following vear. The Director of Finance
and Investments shall prepare the budget within three months. The
budgets shall be consolidated by the Direcior of Finance and
Investment within three months before the end of the financial year
submit to the Minister and to the Secretary of the Treasury a
performance and management plan, including projected  linaneial
statements for the following financial year, Revised and supplementary
{if necessary] estimates of the current year may then be submitied
together with the next year's estimates 0 the Councal for approval
within the aforementioned period.

18.3 Budgetury Control

Budgetary control is a process whereby financial performance in terms
of income, expenditure, profit, ., i monitored in companson with
targets set in the budget, and corfective actions afe taken o improve
performance. The Finance Commities. through the Director of Finance
and Investment, s responadble for controlling expendimure from

budgetary allocations,



18.4 Budgetary Process
The followmg shall constitute the budgetary process:

a, The Director of Finance and Investment shall initiate the budget
exercise by issuing a orcular memorandum together with
guidelines 1o all senior management and Executive Deans of the
Schools inwdved in the budget process to prepare ther budget
requirements in Line with the nitnched guidelines.

b. Based on the budget guidelines, their own experience, and
considering realisne funding needs (o meet various jtems of
expenditure, the Executive Dean and senior management shall
[acibitate budget holders to consider and endorse the draft
estimates. Budget holders ahall then submin the budgets vo the
Durector of Finance and Investment for review and consolidation,

. The Director of Finance and I shall be resg far
sending the consolidated budget to the Viee Chancellor for review,
Thereafier, the budget shall be sent ta the Finanee Committes of
the Council for review and recommendation to the council for

final approval,

d. A detiiled procedurs and formar for the preparation of budgets
are provided in the Accounting Manual.

18.5 Revision of Budget Extimates

Management ar both the corporate office and schools shall ensure that
the actual expenditure with respect to each item should be within the
approved budget. However, the Director of Finance and Investment
iy sariction the revew of the total budget, including those in sehool
subject to subsequent approval by the Counal, Expenditure on new
items (not included in the budget) shall not be incurred without prior
approval of the eounel

18.6 Classification of i and diture
Al income realised or expenditure incurréd during a Anancal year
must be aocounted for or charged against approved (tema of budpget




allocation for ench school or umit, respectively, No income or
expenditure can be accounted for or charged against the allocated item
unless it falls within the scope and budget penod for which a provision
hias been made in the approved budget. Any smems falling eutside the
budget period shall be accounted for as deferred items or prior-period
items.

18.7 Accountability

The Director of Finance and Investment shall ensure that the financial
authority delegaied to him by Kamuzu University of Health Sciences is
used properly by following strict rules and procedures, Budget holders
should ensure that expenditure budget estimates are not exceeded
without authority,

19. SECTION 4: SOURCES AND APPLICATION OF FUNDS

19.1 Socurces of Funds

The sources of funds for the Kamuzu Universaty of Health Sciences nre
in two categories: (a) from its own activities and [b) from other sources
cutside the Kemum University of Health Soences, inchuding
government subventions, grants, and donntions,

19.1.1 Sources from Internal Activities
The following shall constitute sources for internal activities:

a, Income from fecs includes fees from  students’ financial
cantributions and fultion fees from external students.

b Income from Investments

The Kamuzu University of Health Sciences in empowered by
Section 11 [3) (d) of the Kamuzi University of Health Sciences
Act, 2019, and Section 75 |1) of the Public Finanee Hmw!
Act, 2003, to invest money not immediately required for the
performance of its funetions in short-term deposits with any bankc
or financial institution in Malawi, Therefore, intecest earned as
income through these rypes of investmenis is a source of funds.



., Kamuri Ummnlyud'ki‘ulm Seiences imentitled 1o well the asses
to which it has tithes and use the funds. The sales of Kamuzu
University of Health Sciences” assets shall not be done without
the eouncls’ prior approval (see Appendix 51 All money received

from such procecds shall prompily be deposited in the Kamiizu
University of Health Sclences account.

d. Indulge in scif=nitiated activities which may include:

-

-

Hiring of equipment

Hiring of halls

Hiring of vehiclen

Letting of property

Interest on stafl advances

Fesearch and Consultancy fees, ete.

Income from other mcome genemating activitien,

e. Receive feed, charges, dues, and other amounts payable by lecal
and foretgn students,

19.1.2 Other SBources of Funds
The following shall constitute other sources of funding:

a. Government Funding

Government finances capital and operating accounts through the
relevant budget line.

b. Donations, Grants and Borrowings
Other sourcen of funds are grants, and donations.

The Kamuzu University of Health Scienoes may alsa:

Accepts prants and donations for specific projects from any
source in of outside Malawi.



1. With prior approval of the Minister 1o borrow such amounts
as they may require the performance of iis funciions
[Sections 72 and 73 of the Pubbc Finance Management Act,
203 and Section 39 of the Kamusn Universaty af Health
Soences Act, 2019,

i, KUHeS may also access temporary hank overdrafia upan
approval by the University Management.

19.2 Applications of Funds
The funds of the University may be used to:

& meel operating expenditure as approved by the Kamuzu
University of Health Sciences.

b. procure fixed nssetn as per the approved capital expendinire
budger,

. invest funds not immediately required for use on short term
bietsin.

d. repay boans, and short-term debts legitimately contracted mto by
the University.

20. BECTION 5: REVENUE AND INCOME

20.1 Intreduction

e and shall be ad 1 effectively and efficiently so
that the Kamuzu University of Health Sciemces can meet ifs
requirements in discharging its functions defined in Section 5 of the
Kamuzu University of Health Sciences Act, 2019,

20.2 Revenue

Fevenue is defined as fees, charges, dues, and other amounis receivable
mduﬂmueymumndehylheﬂdnmwﬁmmuhymyuhﬂ
EOVCTIUTIETIE, PErSOn, or organisrtion.

20.3 Income



Foar the purpouqhhuaupﬂnnut, income shall inefude net procesds
obtained from the disposal of asscts (including fixed assets) not meant
f{or resale or enmniings through the rendenng of services or earmings from
investments. In the context of this regulation, income shall include the

follawing,

8
b,

ic.

d
0.4

Interest received on deposits
Net prooceds from sale of isscts nol meant for resale

The net procesds from the sale of miscellansous items, mdmlm;
damaged or unwanted office materials.

Monies received from Income-generating activities.
Responsibilities

The following shall constitute responaibilities for the Director of Finance
and lnvestments:

. The Ddrector of Finance and Investmenis is responsible for

ensuring that all revenues and income due to the Kamurd
University of Health Sciences are collected and properly
mocounted for in accordance with the ladd down statutes, rules,

regulations, and procedures.,

. The Derector of Finance and Investments is directly responsible

for supervising the functions related to accounting for all revenue
and income accrued and eollected and reconciliation of all bank
AccoLnts.

Management shall be resp itrle for determinng disposal value
and the hod of ding of van assems (including fixed
assets, materiale, and miscellancous tems], An Intemal
Procurement and Disposal Committes will be regquired 1o certify

i ttema can be disposed of. This will be approved by the council.
Revenue and Income Collection, D jon and R d
All revenue and income shall be received in cash, checks, bank-
certified checks, and online transfers.  Official receipts from




Kamum Uniwersity of Health Sciences must be issued for all
payments made by the payer,

For all international transactions, the mode of payment shall only
be online transfern, lefters of credit, or bank drafis

. All revenue inoome must be banked on the same day or the

following business day, All monies in custody at the Kamuzu
University of Health Seiences must a1 all imes be under mdequiate
sceurity. Therefare, a safe double-locking system s

ded.  All deposits should be verifiod by the following
day by the Finance Manager to ensure thar all deposits have been
duly deposited in the Kamusu University of Health Seiences’
account.

Under no crrcumstances, cash from revenue or mcome should be
uned to meet the expenditures of any nature.

. Striet control should be exercised over receipt. mocking, and

sues of revenue and income receipta. The Finance Manager

shall be the dian of all revenu pis and shall issue them
to the cashier upon the ssgning of a register.
All basic such as receipts, pay-in-slips, and bank

statements, ete. peoording revenue and mcome eollected and
banked must be prepared in accordance with the following

greeral prnaples:
i, Every jon must be d at the time it takes
place
#. Al documents must be signed and dated in indelible ink;

. The documents must show the essential detads of the
transaction in such a manner as to make their meaning
clear and unsmbiguous.

B The following rules apply to all entries on prime documents:



*

Farma shall be completed m all respects, and all the
information required on the form will be shown,

All valuable documents shall be sipned by an authorised
person, except @ cash receipt, where cashiers or persons
designated alone are authorised to sign.

Alterations to the prime documents shall not be provided.
Any spoiled document will be cancelled and left in the
books

As n precaution, responsshle officers [eg., cashiers) are
required to go through each farm of receipt in books ismued
1o them 1o ensure that they are complete, colours and
sequences are in the cosrect order, and numbers are
printed and not hand embossed. Any discrepancies should
be reported to the Finance Manager or immediate
supervisors.

Where possible, anly ane book of a tvpe should be used at
any one time in o department or office, and a new book
started only when the old is completed.

All documents recarding revenue wall be serially numbered
and the issues subsequently contralled.

Used Book copies of prime decuments should be securely
stored after an external audit for seven years. The Director
of Finance and In ta shall to the Vice
Chancellor for his approval to destroy these documents.

Unused prime documents that become obsolete of
damaged should be destroyed after the Director of Finance
and Investments sseka approval from the Viee Chaneellor.

The Birector of Finance and Investmenis should carmy out
regular spot checks on documents for any instance of
mumipulation of carbon, alteration te recerpis, or damage
to receipt books, which may ind any irregulariti

23



% The Director of Finimee and Investments shall eonduet
spot checks to ensure that the above controls are adhered
o,
20.6 Physical Controls in the Cash Office
The following physical security measures shall be in place where the
cash office is Iocated within the Accounts Office:

&, Have well secured burglar bars.

. The cashier’s affice shall be separated from the puhblic q:.:eb}
cashier cubicles with grills.

c. Hove a separate entry to cashler cubicles through the main

Accounts Office 1o which oaly personnel suthorised by the
Director of Finance and Investments shall be permitted to enter,

1t in the responsibility of the 1o ensure that, at the end of each
working day, they check cubicles for any monies that may have been
mixed with other papers.

20.7 Physieal controls over Cash
The following shall constiture physical controls over cash:

20.7.1 Cash offices

Cash offices ahall hold restricted cash at & time in sccordance with the
imprest sysiem or activity cash requirements al & particular time
approved by the management (sec Appendix 2, Howewer Schoals
shoiild come up with their own depeniding on thie operational activitics
different from this Appendix 2 threshold),

20.7.2 BSafes, cash boxes and strong reoms
. Wherever necessary, every safe, which in utilised for the purpose
of storing cash, must be securely fixed to the wall of the buding
i which it s situated. In additron, safes shall contan o double-
locking facility. Keys shall be mantained by two separate officers
who must be present ench time the safe is opened or locked.




b_ﬁemhhnmuuﬂlhehnhtdmqubkdsjm The
Finance Manager or a destgnated person in the Acoounts Office
must hold these keys

€. The Director of Finance and lnvestmenits will hold dupbicate keys
in neabed envelopes for all safes and maintain o register of all key
holders.

i The loss of a key belonging (o any sale, cash bax, or strang roam
shall be reported without delay to the Director of Finance and
Investments, and to the police. His ar her superior shall armange
for m mafe, cash box, or strong room te be opened in the presence
of suitable witnesses, and the contents verified. The conlents
found shall be properly recorded and signed by the persons
pressnl.

e. Any loss must be reported to the Director of Finance and
Investments and to the palice.

L Where lost keys relate to the cash bex, immedinte measures
should be takéen to replace it

£ ‘Where lost kevs relate to a I.n‘zwumngmm_hmﬂtn
necessary for the wasds of the locks 10 be changed. This should
be arranged using o duplicate kevhalder,
h. Costs of new keys and ward changes are recoverable from the
officer responaible for the loss, unless proved orherwise,
20.7.3 Inward Cash and Chequen
Al uneertified bank cheques received from o payer without having
sought prior approval from the Director of Finance and [nvestments
shall be deposited immediately.

Giomds or services shall not be releascd or performed wntil the cheques
have been cléared by the bank or the funds have been received
electronically.



A payment to pay either in cash or banker's cheques or drafts shall
immediately be demanded on all retumed cheques wath *refer to the
drawer.
21, SECTION 6: OPERATING EXPENDITURE

21.1 Budget Allocation

The foliowing shall consntute the budgetary allocations &

. The approved annual operating budget shall be based on cost
centers and departments at the Corporate Office and schoola.

b, Kamuzy Univeraity of Health han the fi T
cost centers apphicable o the Corporate Office and campus:

i Viee Chancellor
#. Deputy Vice Chancellor
iii. Regisirar
. Director of Finance and Investment
v.  Director of Student Affairs
vi. Librarian
. The Schools under the Knmusn Usiversaty of Health Seciences

have comman departments according to their academic actvitics.
Thiese are:

L Research
. Hends of Depariment
d. School administration; in osddition to the abowe common
departments, each school has unigue departments sccording to
s scope of activities,
21.2 Authority to open bank accounts
The Director of Finance and Investments, under the authonity of the
Vice Chancellor, shall be responsible for epening of bank aecounts of
the umversity. No unauthorised persons shall be respansible for



opening & bank sccount without the prior authoroy of the abeve-
mentioned person,

21.3 Accountability
The Accountung officers, which are the Director of Finance and

Investments and all persons under his autharity, shall be responsible
for budget allocation and accountable for ensuring that expenditure
doed not exceed budge! estimates.

21.4 Provision of Funds

The University of Malaws and the Schools shall allocate funds based on
the functons performed or (0 be performed. Separate Hank accounts
miry be retained in the fallowing functional areas:

a, General Operational A (5 al and eap J

b Operanng Aceount from internal generated funds

. Salaries and Wages

. Donor funds {special account]
Orperational expenses shall be handied by the Director of Finance and
Investmenis in accordance with the Finoncial Regulations, and within
the respective budget allocations for each expenditure item. Funds
shiall periodically be tranaferred from the General Bank Account to the
respective bank accounts.

21.5 Responsibility
The following guidelines shall apply:

. The Director of Finanee and Investment and Sl who have been
delegated responsibility for university expenditure, are called
Accounting Officers.

b It is the resp ity of A ting Officers to;
i.  Safeguard funds retoined for expenditure;

873



un.  Ensure that funds approved by the Council are applied for
the mtended purpose;

i,  Ensure that funds secured from [unding agencies are
utiliscd for the purpose for  which  the  funds  are
intended and that afl the conditions attached to' the
funding are mes;

.  Ensure that expenditure does nod exceed approved budget
estimates;

v. Manage and control funds effectively so that wastage of
funds is avokded.

21.6 Authority of Expenditure
The following authority of expenditure guidclines shall apply:

. The general authasiy to incur expenditure from universsty funds
in provided through the budget duly approved and/or ratified by
the Council.

b. No expenditure shall be made out of funds of the univeraiy
unless that expenditure is part of the expenditure approved by
the Council under the budget for the fnancal year i which the
expenditure is to be incurred or in the revised budget for the year.

21.7 Approving Authority
The following approving authority guidelines shall apply:

21.7.1 Personnel Emoluments

All expenses related to personne] emoluments shall be approved by the
Univermity Registrar and authonzed for payment by the Director af
Finance n accordance with the manding conditions of service
applicable a1 that nme. The lemer of appointment signed by the
appropriate authority shall be msued before the officer has reported and
accepted terms of employment. Any personal emolument, adjustment,
saliry inerease, promotion, o b1, L i I, and other




benefits shall be supported by an  authenticated letter by the
approprate authorty,

21.7.2 Staflf Leave Passages
All wiaffl feave shall be approved by the Executive Dean on the
recommendation of the Head of sach Department.

21.7.3 5taff Recruitment, Repatriation and Training

The University Council has the overall responstbiliny of approving stafl
establishment and employment conditions. Once a person has been
recruited, proper procedures should be in place to ensure that new
employees are included on the payroll in line with stall and conditions
of mervice, All costs related io siafl recruilment. repatriation, and
training should be allocated to the budget, and expenditures should be
within the budget. Expenditures related to stafl recruitment,
repatriatian, and training shall be authorised by the Director of Finance
and lnvestment.

21.7.4 Utilities

Al uuﬂuengaundni to the university shall be approved by the Director
of Finance and Investment, provided they meet the necessary
requincments.

21.7.5 Repairs and mal
The followmg repairs and maintenance shall be taken into sceotnt:

21.7.5.1 Motor Vehicles

The adminisiration of motor vehicle repairs and maintenance shall be
approved by the Campus Manager| Executive Dean upon being satisfied
that the repasrs will be undertaken by authonzed dealers or approved
garages. Appendix 1 provides the dewniled bmas for each wcall
member's authority.

21,7.5.2 Equipment

1]



All equipment repairs and mauntenance shall be spproved on the aame
basis as Motor Vehicles upon being satisficd that the cepairs will be
underiaken by authonsed dealers or approved manienance
workiahops. Appendix 1 provedes the detailed Limits for each sradl
member's authority.

21.7.5.3 Buildings

Building repairs and mantenance shall anly be approved by the
"Director of Finance and o of appropriate delegated authority
when the Internal Procurement and Disposal Committes has evaluated
the quotations from the approved panel of approved contractom.,

21.7.6 Travelling Expennes

Al travel requests shall be approved by the Director of Finance and
Investmenta. Therefore, appropriate forms shall be filled for leaving the
duty mation. Where travelling requires o vehicle, if the approval has
been given, the control remains in the head of the unit 10 ensure that
the wehicle s used for official purpesss by properly licensed and
authorised personnel,  Fuel shall be regularly monitored based on the
average lolometers per litre, The performance of a vehicle in 1orms of
expecied average runnimng kilometers per litre can be obtained from
franchise dealers, When a car is aging, o test dove by authensed
dealers may provide the best average kilometers per litre.

The mileage covered and fuel used shall be recorded i loghooks for all
travels umng official vehicles. On a monthly basis, the average
kilometers per litre shall be determined, Disciplinary action shall be
taken by oany driver with excess fuel consumption. I is the duty al
A.n:nunl.{ng CHlicers to contral fuel costs,

21.7.7 Insurance expenses

All wehicles, bulldings, and other assets shall be adequately insured
against all possible nsks. Guidelines on insurance malters will be
provided 1o Accounting Officers annually by the Director of Finance and
Investmenta.



21.8 Authority Schedule
An Authority Schedule showmg financial powers and Authority mits
15 gven in Appendices 1,2, 3 and 4,

21.9 Expenditure Accounting and Control
The followmg expenditure nccounting control mensures shall apply:

21.9.1 G I Responaibility for making Payment
The following shall guide the general responsibility for making payment:
. Any person malking pavmenis without proper authoity shall be
held responsible for the payment,
b Any sccounting stafll making payments will be held responsible
for the lossss arising ffom neghigmees and minconduct.

& Every r aihie for b {ling and/or s a payment
woucher, thereby certifying the accuracy of every detail therein,
shall be personally and pecuniary responsible for any ermors or
losses that may arise from such payment.

21.9.2 Paymenis
The followmng payments ahall apply:

. Every payment must be supported by a payment voucher;

b. Authorizing o payment voucher is vested in the Direcior af
Finance and Investment. The authanty of any other pernon to
authorize pavment vouchers must be given in writing by the
Director of Finance and [nvestmenta

. The payment voucher must be leted in all detadli
the authority and coding of the expenditure, or full description of
the expenditure or reason for payment and the quotation af the
number of hills or invoices and Local Purchiase Order (LPO) to
enaure the correct ldentification of the payment.

d. Al alreratons to the particulars given in the vouchers must be
signed i full by the authorizing person,



. wmmmmnwu,mm-ungrommm
must be attached to the engmal payment voucher, except where
the volume, size, or weight of such atiachments will be fled
separately and soiably cross-referenced.

I Certilication of:

i.  Authentication of receipt of goods or services-"Stores
Feceipt Voucher™
. Indication of fulfilment of specfied conditions governing
the payment.
. Indemnity to be endorsed on the invoices.

& Accounting officers when certifying vouchers must exercise the
greatest care 1o ensure that the vouchers they sign are in
accardance with the above requirements, They shall be held
responsible in the event of an improper payment being made in
consequendce of an inearreet certification.

h. Used and unused vouchers must be afforded the maximum
security to prevent abuses,

1. The Cashier must satisl bhimselifhersell that the persan
claiming the payment is in {act the persan authorised to receive
it or the authorised representative nominated by the payee.
Authority of the payee o a representanve nominee shall be
attached to the original payment voucher to which it relates.

§- As far as ibie, all will be by d eh and i1
should be prepared i a manner that makes the possibiliy of
subsequent alterations or additions difficule.  The opening of &
Cheque shall be made upon the sgned wrinten request of the
payee.

k A replacement cheque in respect of a cheque lost before
presentation to the bank will not be issued until its non-
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has been insiructed to stop the payment of the cheque.

1. Payments made an copy mvoloes or bills shall be indemnified by
the payee. The indemnity certificate shall require the payee to
make the full value of the payment good in the event of double or
fraudulent payment being evident.

m. The persans who authorises irregular payments such as

i. Double payments;
d. Payments for goods or services not received; and
i Unrecoverable overpayment. etc., shall be made personally
responsible for the losses suffered by the university as a
result of such rregular payments.

n. Immediately after payment ia made against a voucher, the paying
alficer shall stamp the voucher and all s supporting documents
as "Paid™ and indicating the date of payment. Il a payment is
mide by cheque the relevant cheque number, it shall also be
endorsed on the face of the voucher.

22. BECTION 7: CAFITAL EXPENDITURE AND CONTROL OF
FIXED ASSETS

22.1 Acquisition of Fixed Assots

The following the acquisition of fixed assets shall apply:

o The actuisition of all fixed asscts, depending on the dass and
limits in value specified in Appendix 3, shall be undermaken by
the Kamusu University of Health Sciences’ Internal Procurement
and Disposal Commuiitee.

hmwmﬂwﬁluumhmmm-pmmmuﬂ

budget, Capital expenditure beyond the approved budget to be
procured shall be incurred only upon approval by the Counell.



. The npeﬂﬁ:liﬂjun(pwarnmi.ﬁnﬂ:quFumﬂmtm
gven in Appendix 3 However, the procedures gven for
operatonal expenditure purchases (Section & par, 6.6.1,) shall
apply to all procurement of fixed nasets.

. The expenditure authorisation process is similar to the one
deacribed for aperating expenditure.

22.2 Capital Work (If Applicable)
The following the capital works shall apply:

a, On the mitiation of o Capital Project, i Work In progress ([CWR)
account will be opened with & budget holder fdentified as
respansible for expenditure. The budget holder will implement
the project and raine any necessary purchase requisition after
verifving the budget by the Director of Finance and Investments.

b The Director of Finance and Investment will monitor the
expenditure on capital projecia. I diture on a 1
project or any pancnt of & proj Is the atthorised
budget, or the latest esnimates exceed the budgeted completion
COSts, &8 new prnm-.nl must be resubmitred 1o the Councl for
approval. In case of projects, the approval shall be by the -funder
through appropriate procedures as contained in agreements such
as Memorandum of Understanding (MOU),

. The Director of Finance and [nvestment will prepare quarterly
reports setting out detads of capi penditure g the
budget, and the lkely projected results of each project will be
submitted to the countil; when a project 8 eompleted, the
md#;hnlduuﬂlrn!untumﬁuﬁmﬁdv}mmmpﬂxm_ The
form will be sent o the Director of Finance and investment, who
will:

1. Check the completeness of the relevant cost ledger records.

H, Code itema covered by the completion advice and enter
appropriate descriptions, categories, tvpes, and periods.
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second copy to the Fioed Assets Accountant [FAA),
updating the fixed asseis regster. Thereafter, the FAA will
prepare a journal veuchier to tronsfer costa (o fixed assets
of cxpensc pocosnts in accordance with Intemal Financial
Reporting Standards. }

iv. ‘Send a third copy to the accouniant who will use it in
preparing o journal veucher, transfermng costs 16 fieed
asscts or expense accounts where appropriate.

v. The expenditure authorastion process for capital
fitire invoices, : certificates, ete,, will be
identical to that described for recurrent expenditure.

22.3 Control of Fixed Asscts
The following control of fiwed assets shall apply:

It shall be the responadility of the Director of Finance and
Investment to ensure sale custody and proper upkeep of all
asseis of the Kamuzu University of Health Sciences ar all levels,
namely corporations, schools and campuses, units, and schools.
In addition, the approved insurer must ensure all valuable
asseta.

b. The Director of Fi and In nis in responsible for
maniaining a fixed asset register. The fixed assets regsoer
{including works m progress) shall have the following
nformation:

= HName of the nsse: category.

* Asset code and asset number (for motor vehicles; make,
year of manufacture, repatration number, chasss and
engine numbers, motor vehicle identification number)
should be recorded.

= Location,



Depreciation methed and rate, depreciation provision.
Details of asaet procurement, transfer, and disposal with
dates, values, local Purchas orders, store receipt vouchers,
store issue vouchers, supplier details, payment details, and
assot cuITent status,

Revaluanon amounts, Date of Revaluation, and disclosure
of revaluer and revaluation method used

Cumulative totals of original [re-valied costs, depreciation,
impatrment lossen, and net book value at the end of at least
end aof cach quarier,

©. In every office, a liit of Axed assets finventory) s updated at the
end of each quarter and signed by bath the Geoupant /Officer =
In-Charge and FAA. Simiarly, s of all ficed assets in
residential buildings falling under each of the Kamis University
of Health Sciences offices shall be kept updated by the person
responsible.  Each office shall have an inventory of the assets
signed by the office oocupier and venified by FAAL

d. All fixed asscis ahall be clasmfied an tangible asscts under the
following categories:

Land

Buildings

Mator Vehiclea

Pant and Machinery

Furniture, foctures and fittings
Office machinery and squipment
Computer Equipment

Cafeterta Equipment

T



Each mngible asser shall be gven a unigque asser number or
identification number that reflects the budget holder fdepartment
for control purpones.

. Phymacal venfication of asscts shall be undertaken, and

reconciliation of the same shall be done with the cenified fixed
assern lists and Fived Asseta Register at leamt once m every
financial year. The Director of Finance and [nvestment shall
pravide the guideiSnes and the necessary forms for this exercise.
The anssct verification sheets should also indicate the general
physical condition of the asscts, the assei status 1o enable the
management know the repar and rehabiliiaton needs, and Take
approprute decisons either to improge the phywcad condition of
assety or for disposal,

Revaluation af fixed assetn, such aa land and buildimgs, may be
undertaken every three years with the approval of the council
Whenever there are mignificant changes 10 asset values,
management shall consider the need for revaluation and seek a
decinion from the eouncil.

Every movement af fived assets from one office to another or fram
one user to another shall be effected only on the strength of &
Fixed Asset Accountant who will ssue Movement Order/Form
and authorised by Campus manager/Dean of students and
copled (o the head of security. In & case where an employes ceases
to work  with the university, the person shall sign a stafl
clearance form that shall have a secton of surrender of university
asseln 10 enaure proper surrender of those asses.

Spare keys for buildings, motor vehicles, etc., shall be deposited
b sealed snfes with |hn1‘r|nlpmer Odficer [ Eatate Ijmhpmem
Officer or other designated senior staff members for cuntedy in
the safe. These keys shall be phvaically verified once every month
by senior officialy designated by the -Director of Finance and
Investment as the case may be. After verification, the keys should

n



b resdepomted in sealed safes. The officials should cernfy n the
‘register of verification of keys' that the keys were all intact and
found in arder.

22.4 Disposal of Fixed Asscts

The following disposal of fixed Assets guidelines shall apply:

n. Disposal of all fixed assets shall be by sale, donation, or
destruction with approval, with reference to Appendix 8.

. All disposals, including the mode of such disposal, shall be in line
with the Public and Disposal Act-Depreciating Policy.

Fixed assers shall be depreciated based on depreciation policy

stipulated in the Accounting Manual,

22.5 Assets pequired within an sccounting year
All asseta acquired within an accouning year shall be deprecited

usmg the applicable full rate for the year of acquisition.

23. SECTION §: STORES MANAGEMENT AND CONTROL
PROCEDURES

23.1 Introduction

The key activities of the stores of Kamurn University of Health Sciences

are Lo receive, store, and release stocks.

The Kamuzu University of Health Sciences siores ase responsible for
recriving storage and issuance of goods, which shall be categorised
accordingly, and the list of categories shall be categorised from tme 1o
time,

23.2 Stores Records

Siores records shall be maintained in the stores of Knmuzu University
of Health Sciences,

23.3 Bafe custody of Stores



All stored goods must have secured doors and windows, and keys
should only be held by nominated staff members.

23.4 Btores Ledger Kamuzu University of Health Sciences
Siores Lodger shall be mantaned wecording to Procurement and Stores
Muanunl,

24, SECTION 9: INVESTMENT AND CURRENT ASSETS POLICY
24.1 Investments

24.1.1 Definition of investment

lnvestment in this context means the employment af resources
{financlal or othéreise) in areas consbdered to be outslde the normal
operations of the Kamum University of Health Sciences for the purpose
of caming a return that would otherwise not be eamed had the
resources remaning jdle.

24.1.2 Investment Policy

The investment policy of the universiny shall be gusded by Section 11
{3 id) of the Kamum University of Health Scences Act, 2019; Section
75 of the Public Finance Management Act, 2003; and any relevant
statutes and policies of the undversity.

24.1.3 Policy Objectives
The investment policy objectives are:

. To mutdmise retum on the investments commensurate with the
risk taken.
b. To minimise risk 10 the university ansing from the investment.
. To maintain a healthy lquidity position of the university.
24.1.4 Types of Investments
The types of investments chall include but not lmited to the fallowing:

o Money market investments (depesits and  placements with
financial instinaeons, such a8 Bonda, Notes, Treasury Bills, ete)



b Listed and unlisted equities.
. Commercial Property.
d. Start=up companies,
. Spin-out companies from research.
24.1.5 Recommendations
The following are recommended to be the approving authorities and

their bmits for investments of resources at Kamumni University of Health
Selences:

24.1.5.1 Short Term Investments
Short=term investments for a period of not less than one month but not
muore than 12 memhs shall be as follows:

a. Hank deposits as stated in Appendix 2
b, Other Current Investments as stated in Appendix 2.

24.1.5.2 Long Term Investments
Appendix 3 presenis the long-ierm invesimenis for a period of mare
than 12 months as stated in Appendix 3.

24.2 Current Assets
24.2.1 Bank Accounts
24.2.1.1 Type of Baak Accounts
The following bank accounts are generally required for the University
operations:
. Oeneral operating nccounts for capital and operations account
with a commercial bank shall each month muntain an amount

equivalent to the budget to cater for all expenses except salaries,
which will have its own account.

b Salanes account with a commercial bank where funding for each
month's gross wage hill is deposited and paid 1o stall members.

. Separate nocounts for funding received from each funder.



d. The Investment Fixed Deposst Hank accounts for the excess
funds shall be deposited. This will save scveral purposes, among
cthers, to generate’ interesi and  portfobo  investment
daveradfication as ane way of spreading riale

24.2.1.2 Signatories
The following shall be the aignatonies of the bank accounts
. Directorate of Finance and Investments
w  Dhrector of Finanee and Investment
# Deputy Director of Finance and Investment
& Finance Mannger
= Fmnance Officer
b. Administration Department
#  Viee Chancellar
» Deputy Vice Chancellor
» Registrar
s  Executive Dean
*  Project Investigator
« Campus Manager

24.2.1.3 Becurity of Cheques

Cheque books for the operation of bank accounts will only be ohrained
fram hmhbyanhnﬂudpermn_ The secunty of cheques shall be
strictly observed as follows:

a, Cheque books must be kept under lock and key when not in use,

b The accountant will maintain a record of receipts of cheques from
banks and issue them to the cashier in a regster. All issues io
the cashier should be acknowledged by mgning the regater.



. In the event nlncheq:n_ebmnghlt,whmhu the cheque s unused
or has already been ssued by the Accounting Officer, must
immediately issue a siop order to the bank after verifying the non-
presentation of the chedque.

d. All cheques drawn with fespect 1o payment for goods supplied or
services rensdered by third parties should be crossed "ACCOUNT
PAYEE ONLY" and issued to an authorised person by obiaining
mgnatires o the dispatch regaster.

e. Openchecks may be issued to university stafl. Acknowledgement

of the check s handed over by signing the dispatch register.

Every cheque dravm upon the university, including the schooals®

account, shall be properly prepared in accordance with the

refevant date given on the authenticated payment document
concerned and shall be completed in such & manner as:

L

i.  Te hinder improper alteration.
. To facilitate it being linked to the payments woucher to
which it relates.

24.2.1.4 Stale/Dishonoured Cheques
The following shall apply:

a. Stale Choques
All checks issued by the university which are not presented to
the bank within six months after the iasue shall be treated as
stale cheques and shall be credited (o a stale cheques account
and debited to the bank sccount. Fresh cheques shall be issued
based an the request made by the claimant after issuing a stop=

payment arder.
b. Dishonoured Cheques

All checks recewved by the university ahall be deposited in a bank
account on A daily hasds, Cheques that have been dishonoured
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shall be debired back 1o the debrors’ accounts and eredited 1o the
bank account. Fresh cheques with banker acceptance or bank
drafts shall be obtained in place of dishonoured cheques.

24.2.1.5 Control of Inward Cheques
The followmg shall appliy:

w. An mward cheque regster, bank drafta, and cash received
through the post or through another medium of delivery must be
mmmmhdpnmtmlmhemnedmd
entered against the appropriate entry in the regster.

. Third party and post-dited cheques shall not be accepted.

. Every official receipt issued in acknowledgement of the cheque,
or bank draft will be cross-referenced to such cheques, drafts,
i,

d. All receipts must be banked mmedutely, and latest by the
fodlowing day of such receipis.

24.2.1.6 Electromic Funds Transfer (EFT)

The Univeraily may process payments, using the EFT method. Similar
to cheques and bank letters, the signing mandate will be maintained,
that is, two signatorien will have to sign electronically for the
transaction 10 be concluded. It will be expected that after the EFT
payment, proof of payment ahall be provided to the feceiving party.

24.2.1.7 Buppliers’ Bank Accounis

The Derector of Finance and Investments shall collect bank details of
suppliersf payess on a desgnated form for electronic payments or bank
Ietters, The form shall be filed for recording and reference purposes.

24.2.1.8 Bank Reconciliation
Accountants will be required 1o prepare bank reconciliation statements
for all university bank accounts at the end of each month,

24.2.2  Staff Loans



nﬂrequuulmmﬂlmnnwmhtmm“pﬂpuﬂuhed-mﬂ'
regulations,

24.2.3 Stafl Imprest

Siafl imprests may be provided 1o siaff to meet travel expenditures.
Sundry purchases of marerials/ services in cash only if it 1s established
that such an expenditure or purchase cannoet be made against payment
y ehegue.

Al trovel-relnted impresis shall be approved h:c the Umu:rn':y
Registrar, Director of Finance and [nvestments, or Executive Dean and
Brirector of Finance and Investment, as may be the case.

Al such imprests shall be retired within fourteen days after the returmn
from the official duty, unless approved in writing, The imprest given in
the form of an imprest Doat should be accounied for as and when the
request for replenishment is made.

If the outstanding imprest is not cleared within the stipulated time, the
ontire amount shall be recovered from the salary of the concerned
emplovee, and the employee shall be linble for discplinary action.

24.2.4 Prepay o and Ad to Buppliers

The followmg ahall apply:

¢. Prepayments, deposita for utilities, and advances fo supphers
shall only be made as per terma of contract, i any. or as per
penerally accepied commereial practicen.

d. All such payments shall be approved by the Director of Finance
and Investment.

& All such payments shall be properly accounted for and duly
adjustéd at the time of the seitlement of accounta

L Accounting Officers shall regularly recancile these accounts and

prepare statements showing outstanding amounts and their
status at the end of each month,
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24.2.5 Petty Cash Imprest
The followmg shall apply:

a. To facilitate the payment of small and minor ncidentals, the
umiversity shall administer & peuy cash floar on an tmprest
system.

b The imprest wall not be used for bulk purchases or major
opérational expenses. Al operational expenses shall be in
accordance with the Financial Regulations.

. The imprest system will operate on & revolving account basis by
compiling replenishment sheets; that should be approved by the
Director of Finance and Investment. Replenishment will be made
by presenting a voucher supporied by onginal documenta, such
as invobces and cash sales.

d. Payment from Petty Cash Imprest will be effecied by the
anthonsation of Perty Cash Vouchera by the Director of Finance
and Investment or Accountant in accordance with the Bmits in
Appendix 2 and duly signed b the recipient of the cash.

e. The Cashier will maintain a Petty Cash Hook to record Petty
Cashier payments and recoupiment imnaactions.

{. The petty cash imprest holder should ensure that, at any gven
time, the imprest cash balance and paid voucher amounts should
be equal to the full imprest amount,

£ The cash Doar (imprest) will be provded an per Appendix 2.

24.2.6 Stock of Stationery and Other Materials
The followmg ahall apply:

£ The accountant shall be the custedian and be responsible for
distribution o other Accounting Officers, of all cash value books
(necountable documents) such &8 receips; local purchase orders
[LPO), payment vouchers, petty cash vouchers, Stores Receipt
Veucher (SRN), stores issue voucher, ete.



h. The Stores Officer will be reaponsible for the stock contral of all
other stationery and olfice materls procured i bulk,

L All Accounting Officers should excreise proper stock control. The
SRV shall be prepared for all goods received from the supplicrs
befere the goods are taken into stock.

J. The 8RY should indicate the name and address of the supplier,
LPO number and date, delivery oeder number, date, deseription
of goods, quality, price, total value, condition of goods when
received (goods, damaged, etc.), signature of the official whe
checked and accepted the gowis, and the signature of the
slofebieeper.

le All insues should be supported by proper requisition and issue
notes. Based on the SEVs and SIV. o proper stock segister or
ledger shall be mantaned ot all lecanons where stocks are heid.
A responsible official other thun the storekeeper shall conduct a
phiysical verification of all goods a2 the end of each month, and a
repart should be submitted to the Director af Finanee and
Investment.  Any shortages or discrepancies in stock revealed
during the physical count shall be mvestigated. Based on such
imvestigations, appropriste sction ahall be taken by the Director
of Finance and lnvestment.

25. BECTION 10: LIARILITIES

25.1 Classification of Liabilities

Sections 72 and 73 of the Public Finance Management &ct, 2003, and
Section 39 of the Kamus University of Health Sciences Act, 2019,
govern an undertaking to borrow money and other financial obligations.

Liabilities fall into three main categornes: shart-term [curment Bakbilitbes),
mediume-, and long=term Habilities.

2%5.1.1 Short Term Liabilities {Corrent Liabilitles)



Shon-term Habilities are normally due and payable within ane year of
the fiscal period and eccur in the normal course of the business, such
as bank overdraits, accruals, or credits offered by suppliers on goods
and services purchased from them. The Unversary is obliged to honour
them within ane fiscal year,

Any Habilites that stretch bevond one year may be classified a5 loans,
although they do not have legal requirement(s), but the university is
ohliged 80 honour them. It is normal that hahilities oocur at the
initiation of a normal business transaction and should be treated in the
accounts without much complesity.

25.1.2 Medium and Long-Term Liabilities [Loans)

Loan Habilities are in two forma. These are Medium and Long=Term
Liabilitien, respectively. Medium- and Long-Term Liohdities are
normally liabilities thar have o legal agreement with o series of
covenants, 10 which the borrower is required 1o abide, as an chligation
during the aperating and servicing of the loan. These are commonly
known as loans. Section 10,2, below details the processes which shall
be followed for treatment, accuracy and acoountability of loans:

Medivim-term Habilities mature within two to five years, and long-term
linhalitien have matunty peroods bonger than five years.

25.1,2.1 Author and A lity of Medium Term and
Long Term Liabilities

The Counctl 18 the anly board authonsed to oblun any external
linbilitien, whether mediums= or longsterm, on behall of the Kamusu
University of Health Sciences. The Director of Finance and Invesimenta
ahall be the only person of Kamuzu Universaty of Health Sciences
required to process any form of hability, as detailed below, The appraval
of the Council with prior approval of the Minister responmible for
Finance should be sought before medium- and long-term Hability
transactions are entered mito,



25.1.2.2 Processing Long Term and Medbum-Term Liabilities
{Loans)

Before any long=term or mediam-term bability 15 taken, the Dhrector of

Finanece and Investments shall prepare and submit threugh the Vice

Chancellor & request staling the purpose of the Labslity, source from

which the lability [loan) can be secured, rate of interest, repayment

period, and other terms and conditiona attached ot

Liahilities shall requine approval as per the mits of authorisation set
in Appendix 4,

26, BECTION 11: FUNDS OF THE KAMUZU UNIVERSITY OF
HEALTH SCIENCES AND DONOR FUNDS

26.1 Funds of the University
The funds of the Kamuzu University of Health Sciences conamat of the
Todlowing:

26.1.1 Sources from Internal Activities
o lnmme from  fees includes feen from  students’ financial
contributions and tuition from external students.

b lcome from Investrments

The Kamuzu University of Health Sciences is empowered by
Section L1 [2) (a] of the Kamusy University of Health Sciences
Act, 2019, and SectionT5 (1) of the Public Finance Management
Act, 2003, to invest money not immediately requited for the
performance of its functions in short=term deponsits with any bank
or financial institution in Malawi. Therefore, interest earned as

income through these types of investments s & source of
funds.

. Kamuru University of Health Scences is entitled to sell the nsseta
to which it has titles and makes use of funds. The sales of
Kamuzy University of Health Sciences’ asssts shall not be done
without the councils’ prior approval (see Appeadix 5], All monies



received from such proceeds shall prompily be deposned in the
Kamuzu University of Health Sciences acoount.

d. Indulge in setf-initinted activities which may inelude:

-

Hiring of Equipmeni
Himng of Halls
Hiring of Vehicles
Letting of property

Interest on  aall advances and other investment
instruments

Consultancy and service fees etc.

e. Receive fees, chargen, dues, and other amounts payahle by local
and fapeign students.

26.1.2 Other Sources of Funds
Other sources of funds shall inchide:

26.1.2.1 Government Funding
a, Government finances capital and operating nccounts through the
baacipet line under Ministry of Education.

b. Government sponsored siudents through the Soudents Loan
Board.

26.1.2.2 Funders
Other sources of funding include grants and donavons,  Kamusu
University of Health Sciences may also have

a. Accept Grants and Denations for specific projects from any
source in or outside Malawi.

b With prior approval of the Minister to borrow such amounts as
they may be required for the performance of its funetions (Publie
Finance Managermnent Act, 2022 and Section 39 of the Kamuzu
University of Health Sciences Act, 2019).



26.2 Regulations on Contral and Uses of Funds From Loans, and
Grants and Donations by Funders

The following regulations on the control and use of funds from loans

and grants and denations by fundess:

26.2.1 Loans
Kamuzu University of Health Sciences may obtain finsncing from leans
{meciuem- and long-term babilibes),

26.2.2 Grants and Donations

Kamuzu  University of Health Sciences shall receive grants and
donations from donors to finance iis funcions. For generd guidance,
the regulations below (Secton 11.4) shall apply 1o loans from
international domors.

The following regulations shall apply with respect to funds provided 1o
the Kamuzu University of Health Seiences by Donors of whatever

nature.

a. Funds should be utilised only for specific purposes for which the
assistance is provided and per grant or donation.

b Expenditare should be wnthin the allocations {budget] provided
for ench category in the grant or donation agreement. The funds
shauld not be reallocated unless approved by the funding body,

. Procurement of goods and employment of consultants ahall be
made according to procurement guidelines, if any, provided Ly o
as per the general terms and conditions, or speclic terms and
condinons from the funding body,

26.3 Responsibility
The following shall apply-

a, Irrespective of the form of the funding instrument, it is therefore
necessary to have a lawyer scrutinise the instruments carefully
prior 1o their execution.



b 1r1s the responsdity of the Director of Finance and Investments
to ensure that all sums are expended only for the purpose for
which provisson is made i the budget,

¢. The management of funds granted or donated shall be handied
by the Director of Finance and Investments or any officers
requented 1o do so.

26.4 A far G Dy jons and Loans
The following shall apply:

a, Megotintions by the Kamuzu University of Health Sciences and
other partes for external resources wall normally culminate in
ane of the following agreements:

s Grants or Donations, Contracts or Loans;
*  Memorandum of Understanding; and

= Exchange of letters thar constitute an agresment

b Agreement governing the legal relationship between Kamuzu
University of Health Sciemces and the Funder will normally
contain the amount of finnnelal provision, terms and conditions,
rules and covenants to ba ndhered to by both panies, category of
expenditure, and proportions (o be fisanced by each party.

. Negounnons for obtaning eans shall be made by the University
Council mly, an it has the Iepl sntiin o enter nto such
agreemenis, beeatse such loans may require secunty. Under the
Kamuzu University of Health Seiences Act (2019, all aasets are
ewned by the councll. Agreement governing the legal relatianahip
between Kamuzu University of Health Sciences and the lender
will nermally contain the ameunt of financial provision, terms
and conditjons, rules, and covenants to be mdhered 1o by bath
parties,

26.5 Inclusion of Donors Funds in the Capital Budget
The followmg shall apply:



a. The Knmum University of Health Seiences shall mcluds n oma
capital budged, estimaied project costs incurted during the
financial vear, and the 15 to be 0 o from T i
reventies and from external funders.

b. Where there are two or more Funding agencies financing a
project. The Director of Finanee and Investment shall assess if it
s right to open sepagate bank accounts and separate Aconunting
for each Funder so a8 to enable monitonng of fund utilisation by
the respective funding agencies.
26.6 Disbursement
The mode of disbursement of grant and loan funds is normally defined
in the reapective agreementa, and will generally ossume one or more of
the following mechanisms: -

. Direct disbursement- where payments are made 1o the suppliers
of goads and services by the funder or inancier;

b, Reimbursement: Kamuzy University of Health Sciences pays for
poods and services supplied and subsequently applies for
reimbursement from the Funder or financier;

. Cash advances fo the Kamuzu University of Health Sciences by
the Funder or inanoer.
26.6.1 Direct Disbursement
The [hréctor of Finance and lnvestments and officers delegated by
him/her to aasist with 1his matter must ensure that:

a. Propects have been provided for and are included in the relevant
budger.

b. Procurement procedures are m accordance with conditions
stipulated in the Funding agreement.

. Invoices related to goods and services were reviewed for aceuracy
and Is #ss,  In addition, ensure that the goods and
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services are of satisfactory quality and have been delivered or
compleied in a Hmely manner.
d. Invobces for payment by the funder of financier are duly endorsed
by the Project Manager or authorised olficers,
e. Ensure that the Funder or financier makes payments as
requented by the Kemuzu University of Health Soiences.
26.6.2 Reimbursement claims
If expendinire is initially met by the Kamuru University of Health
Seences, the Director of Froance and Invesrments and officers
delegated by him or her to assist with this matter must ensure that:

o projects have been provided for and are included in the relevant
budget;

b. funds w suppmt the initial expenditure by the Kamuzu
University of Health Sciences are available to cover project
requirements;

. procurement procedures agree with conditions. stipulared in the
Agreement;

d. They revicwed invaices for goods and services for accuracy and
completeness. Additionally, poods and services are of satisfactory
quality and hoave been delvered or completed in a timely fashion;

¢. purchases are property accounted for;

L they recoemmiend authorised officers to approve invoices for
payment by the Funder or financier;

g They complete a siatement af expenditure in the format
stipulated in the fundi and submit the elaim 1o the
funder or financier, Coples nlmppu':msdntmmuuﬂn ahatild
b retained for subsequent examination by independent auditors;

h, The funder or Gnancier remburses the Kamur University of
Health Sciences with the amount claimed.



26.6.3 Cash advances
The followmg shall apply:

a. When the Kamugu University of Health Sciences or a School
receives  cash  in ndvance for  development  projects and
programmens, which have been agreed wvpon, the Directar af
Finapce and Investments shall make appropriate arrangements
far such funids 1o be deposited in the Kamuzu Univessity of Health
Briences’ special account specifically opened for development
activities as required by the Funder.

b The Director of Finance and Investmenta shall also furnish the
Funder or Anancier with monthly siatements of scoounts for
POfECLS OF programmes to support cash advances received and
any balances in the account.

c. Some Fundera or financiers may require Kamusu University of
Health Sciences to use special accounts. These revolving
accounts are funded by either the full or a portion of the cost af
the project or programme.

. Whenever special accounts are used, Kamur Unfversity of
Health Scences will make pavments from the actount to
contraciors, suppliers. and others when payments are due,

. When funds are disbursed m part. the lender will open special
@ccounts upon receipt of a withdrowal application, supporung
decumentation from Kamuzu University of Health Sciences,

27. BECTION 12: PROJECT ACCOUNTING

27.1 FProject Definition and Objectives

The definition of & project in this manaal shall mean &y progricnme oF
profect that mvolves consruction, consultancy services, research wark,
capacity building, etc. [ndividual programs shall be known as projects.
Under normal citeumstances, all projects shall go through their life
cyele. All parties concerned shall know the Ufe cycle of each project,
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The life cycle of the progect shall begin at the identification swge, where
all objectives of the projeci shall be properly defined by the leadership
of the project team. A project may be subcontracted or carried out
internally, When a pregect i carned out internally, there shall be
required to have a project officer who has the responsibility to draw up
plians to execute the project accarding to plans drown on the appraisal
stage and signing of the project.

27.2 Planning and Control

The Project Officer shall be responssble for planning and allocating
respurces {o the project. The Project Officer shall have overall control
of the project. He shall ensure that all the resources deployed in the
project are comirolled aceording to the plans. He shall also be
reaponaible for all financial management in collaboration with the
Fiance Manager of the School or Kamuzu Univeraity of Health
Seiences. The project officer ahall ensure that funds awarded by the
research funder are suflicient to meet the finnncial commitments
required under the award,

27.3 Project Officer's Responaibilities

The Project Officer shall have the mandate to organiss all the prapct
actvities. He ahall have the sale responaibility to report the progress of
the work schieved and also inform the Director of Finance and
Investments of Executive Dean of any problems faced in the project
implementation, including fEnancial constraints  related o the
outstanding activities to be earred out without delay. Research Oificers
are respansible to heads of units 1o that they ply with
funding agency regulations and that rescarch and expenditure are
undertaken in compliance with the terma and coniditions of sach award
funder. The unit has pmudutum place w manage mmplmuu with
rescarch termn and conditions on different awards and 1o maintain an
ndequante audit trail.




aT.4 Hnlndllllw

In any project, financial management 18 very important, as all activities
are measured in monetary terms, [t s recommended that for any
meaningful programme to be succesaful, the question of fnancial
management shall be important, and this starts with the budges.

27.5 Budget Process

Every project within the Kamuzu University of Health Seiences,
including schools, shall have i budget based on the project document
explaining in detml the assumptions used o arvive &t the budget and
the activiten to be underaken, including the project period to be
coversd.

Al underfunded progects ahall be budgeted scp 1y and incory ed
later in the consolidated budget of the Kamus University of Health
Sciences to be forwarded to the government. Individual projects shall
be shown as notes on the consolidated budget.

It in the responsibility of the Director of Finance and Investments and
Executive Deana to ensure that donor-funded Fqie:.nh.mm been
sanctioned by the Funder before being put in the consolidated snnual
buidget.

In the revision of a budget, @ closer look at each project activity shall be
reviewed to ensure that there ia high certainty to complete them with
allocated funds. Any signs of shortfalls in any activity shall be
deternuned. Mo additional funds may be souresd outside the overall
project funds unless the funding has been identified, and there ia high
certainty that it wall be funded. Such measures shall be enforeed 1o
ensufe that Kamusma Univeraity of Health Sciences does not overspend
time on each project.

Ko expenditure shall be incurmed on any unbirdgeted activity without
pricr approvil of the Vice Chancellsr. The mile shall be exempted where

o specific Funder requires a certain programume of an activity of a



PrOgramme i an urgent manner whose funding has been confirmed,
for cxample, conducting an awdit,

27.6 Bystems Reviews and Internal Control Procedures

It shall be the responmbelity of management to ensure that the
implemented wystemn is consstent with the financal management
systems of the project or organisation. This syatem shall be presented
in accordanes with the T I ar fi 1l daril
operating procedures required by the lunder.

The financial system shall be flexibie 1o d qui af
the various Funders.

The ‘sccrual concept® poverns the recognition and recording of all

transactions. In the case that her method of g in followed,
aay en the insistence of a Funder, the Ddrector of Finance and
I s ahall red ile and h iae the various methods.

The Executive Deans through the Director of Finance and Investments
ahall ensure that there are adequate internal controls as prescribed in
the accounting manual to safeguard the assets and transactions from
any errors, [raudulent activitios, or malpractice,

The internal control syste b te any sddi
controls that might be requested by the funders.

The internal control system shall be documented and made available to
all concerned parties.

Management shall ensure that all intermal control procedures are
siricily followed by project implementers and reviewsd regularly.

27.7 Cash Contrel

All Projecta Officers shall be allocated cash requirements according to
the cash budget request, which is submitted for each period with details
ofs how the cash will be utilised.

5%



Wh.ereprqﬂ:thmﬂm;nhﬂbe iy { an & repl hment basis, all
requesis shall state the cash required to be replenished according to
the project-specific lnancial guidelines on how the requesis should be
submitted. Some projecis require on audited statement sUpPOrTing any
replenishment, The audit shall be 4 otit in & consi
with the financial guidelines and the repont should be attached 1o the
replenishment cladm_

27.8 Cost effectivencss
Management shall be responsible for all financial disciplines 10 ensure
cost-effectiveness in incurring expencinires,

1t shall be the respansibility of the Executive Deana, Director of Finance
and Investments, and Project (dficers 1o ensure that cxpenditures are

cost effective by uning sound financial management control procedures
and that all project bank sccounts are not overdrawn.,

27.9 Performance evaluation and Audit

Al projects shall be evaluated and audited regularly based on the
Project Agreement financial management procedure requirements, In
the absence of standard procedures, all projects shall be evaluated and
mudited regularly. as required by the Kamuse University of Health
Saencen Financial Regulations in this 1. The teim 1O Carmy out
the evaluation should be mdependent auditors, an may be appointed
from ume 1o ume. They shall nclude professionals specinlised in their
field of competencies, such as and prof ol valuers:
The auditors assess the achievemenis of the project as set out in the
project abjectives. Performance i bath quantitative and gualitative, as
set in the standards.

27.10 Financial Statements

The erganisation shall be required to produce financial statemenis as
required by the Kamuzu University of Health Sciences Act, 2019 and
the Public Fmance Management Act.  Special Financial Statements



required by funders for thewr funded projects Ihnllbepmdnud i B
with specific Funder presentation formats.

28, SECTION 13: WRITE OFF OF ASSETS AND LOSSES

28.1 Types of losses

The following shall be followed:

28.1.1 Losses Include:

n Actual loss or destruction; damage to fixed assets jother than
normal wear and tearf: or failure to sccount for the disposal of
public money, stamps, securilies, or properties,

b, Nonecollection of any moneys due to the Kamism Unirersaty of
Health Bcirnces.

. Unmuthorised payments and stores issues.

28.1.2 Authority for write-olfs
The following shall be followed:

a. Approvals for wnite-offs shall be done by relevant senior offices.
foltowing the levels of approvals stipulated in Appendix 8,

b. These powers shall be exercised personally and shall nor he
delegated without seelang the relevant suthority,

. These louses and any other losses not covered in the above
paragraphs may only be written off with the Council's spetific
authority, as indicated in Appendix 5.

28.1.3 Losses Register
All losses shall be recorded in the register. The register should show:
@ date of scourrence and the nnture of the loss
B Gross amount of the loss
c. Person responsible for and causes of loss
d. Action taken



& Tatal recoveres elfected
1. Date of write-ofl whers appropriate
& Person authorizng the writesoff.

28.1.4 Handling of Losses
The following shall apply:

a. In the discovery of any defalcation or kes due to any cause,
Invenipuan pmund.in,p minst be started immad.u'nuly_ mnd a
report made to the Accounting Officer.

b, Where a loss occurs due to theft, fraud, or corrupt practices by
any other persan, whether a stafl member or not, the matier shall
be immediately reported to the Director Finance and Investment
or his representative and the police for immediate investigations
o L.

€. On receipt of the report the Accounting Officer will give
instructons reganding any other acuon which appears v him or
her to be necessary, Al lopses shall be written off as per
Appendin 5,

d. It should be noted that when a loss involves a hability 1o a third.
party invoice, repayment should be made as soon as the lability
has been firmly established, provided that there s no reason to
suspect that the third party had any responsibility for the loss,
and payment should awnait the results of the investigation of the
loss,

e. It appears that the loss does not fall within his or her powers of
writesoll, the -nmnnungnhfiuer will make a similar report to hin
orhrt“p:riﬂ'mﬂwcwntﬂ.njlh:ﬂkmayh:.

L The Accounting Officer may authorise wrile-offs only after

satiafiying himsell or herself that all necessary ateps have been
taken o remedy defects revealed by the occurrence, and if &



satiafnctory explanation has been provided, which would be fnre

and reasonable to aoccept,

i I the Accounting Officer considers that any employes appeas 1o
have caused a pecuniary losa then s/he should request an
explanation from the employee within a stated tme detailing why
theéy should not make good the loss in whole or part.

h. Should ne explanation be received, then the Accountng Officer
must:

1 Review the employee’s general conduct, financial
circumstances, and any past actions taken Agains
himfher.

H. Decide whether the employer should make good the loss

W, Any employee who in di fed with the o 10 repay
a lons should appeal to the Hegsirar within 20 days. If
they are not satisfied with the Registrae's  deviaion,  they
may appeal to the DVE through the Registrar, If he is not
satisfied with the DVC's decision,  he may appeal to the
Coune] through the IWC, whose decision shall be final.

28.1.5 Disposal of obsclete and old Documents, Unserviccable
and Written off Stores/Materials eto.
a. These include the following:

b Administrative (iles and records
i Aucired financinl aceounting  secords, and files and
documents,
Hi. Accountable documents that are no longer required due to
chimges in the Kamuzu Universaty of Health Sciences Act,
systems, procedures, regulations, ete.

w. All security=printed documents, such as receipts and
lieenees, which are cancelled and no longer in use.



v. Damaged or obsolete material which are no losger
required.

b. Stores and matenials that are no longer required by the Kamusu
University of Health Sciencea may be disposed of either by sale,
auction, or by any other means. as decided by the approving
authority and by fallowing the prescribed procedurnes.

. Approvals are r A for the disposal of d sLores,
materials, etc.

n



Table 1: Documents and approving authority

hﬂmt

Approving Authority

Procedures

Adminisranve fics and recordn

YO after recommendations by
the UR.

All legal requirements as per the
Kamurn Ummﬂlﬂedm Srences
Act shall be observed

Audited financial RCCOUnting
recordi, fles and dotuments

VC after recommendations by
DEl

The Auditor General shall be notified
at leasnt 30 davs before the date of
proposed  destruction. Relevant [FRS
shall be followed

Accouniable documents, which are
no longer required due to changes
n the Kamuri University of Health
Sciences Act, systems, procedures
and regulations.

VO after recommendations by
DF1

The accountant shall be informed of
such disposal in writing for making
necessary accounting entries  and
stock aadjustmenis.

Becurity pranted documents such as
revenue receipis, licences etc.

VC after recommendations by
the DFL.

The DFI shall be miormed of such
disposal writing for malking
HECCRANrY Accounting entries  and
sock ndjustments,




Type of Document

Procedures

Damaged ar obsolete
matenals

storesf

VC after recommendations by
UR

The DFI shall be informed of such
disposal in writng for making
NECORANTY  Accounting entries  and
saock aadjustments,




d. The disposal of the above tema should be nitated after renewing
the physical condition and usefulness of the mdividual items, as
mndicated in the penodic phymcal stock venfication sheets.

28.1.6 Legal Advice
Wherever there (5 & legal claim against Kamur Univerasty of Heafth
Sciences, the sdvice of a legal adviser shall be sought.

29. SECTION 14; FINANCIAL REPORTS

29.1 Annual Accounis
In compliance with the Public Finance Management Act, 2022

& The Kamuzu Universsty of Health Sciences shall keep proper
books of accounts and other records relating to 18 accounts by
ensuring that all moneys received are properly brought to
accaunt and paymenta out of its moneys are correctly made and
properly authorised, and adequale control is maintained over {is
property. and over the incurring of Habilities by Kamusu

University of Health Sciences.

b. The annual accounts of Kamum Univerwity of Health Sciences
shall be audited annually by ind clent e by
the Counetl.

. The inancial year of Kemuzu University of Health Sciences shall
be in compliance with what is stipulated in Public Finance
Management Act, 2002

29.2 Annual Reports
In compliance with the Public Finance Management Aoy, 202

& The Kamusu University of Health Sciences shall furnish 1o the
Minister within four months after the end of each financial year
of the Kamuo University 'of Health Sciences a report of the
audited accounts of the funds of the university together with a
general feport on the administration thereof in respect of that
year. Before they are submitied, as stated abeve, ahall be



furnished to the Auditor General, who may report on the extent
to which they present fairdy the financial operations and finanoial
position of the statutory body and comply with its performance
and management plan,

. The Annuad Report shall be in such form approved by the Minister
and shall include information on the fnoncial affnirs of the
Kamum University of Health Bciences, nemely; the audited
accounts of Kamu University of Health Saences, together with
the auditers’ reports on the accounts. The accounts shall consist
of the Statement of Firancial FPosition, Siatement of
Comprehensive Income and Expenditure, Statement of Cashilows.
as per Appendix 6,

. Furnish such interim reports as the Minister or any donor to the
‘Kamuzu University of Health Sciences may reasonably requine
regarding the progress of the Kamuzu University of Health
Sciences in the achievement of 10s objects.

. Pravimens ja), (b, and (¢} above ahall also apply to all Scheools,
Units to prepare such accounts, as the University Council may
recquire them from time (o time.

29.3 Performance Reports

29.3.1 Quarterly Reports

The Director of Finance and Investments should submit a repoart
prepared in & consistent manner to the Councd every three months
contmining:

Financial Statements

Performance indicators and any other related information;
Operations of the Kamuza University of Health Sciences;
Such other information ns the Council may deen proper.



= The Council may require the Director of Finance and Investmenis.
to submit financial reports to the Councl before the expiry of
three months,
29.3.2 Monthly Reports
a. The Director of Finance and Investments shall subenit to the VC
and management monthly reports prepared in & consistent
MANREr consiating of:
= Financial Statements
» Performance indicators and any other related information
= Huch other informanion as the OFf and the Council may
deem praper
« Opermtions of the Kamum University of Health Sciences

# Such other information as the DF! and the Council may
deem proper.

b, Provisions fa) and (b} above shall also apply 10 all Schoeols and
Units to prepare such accounts from time to time to be presented
to the Executive  Deans of the Schools, who will, in tum,
present the same to the DVC.

29.4 Other Reports

The Exrcutive Deans and Corporate office, and other stakeholders may
devide 10 receive any other repart that moy require immediate decisbons
making processes on A contmuous basia, for example, weekly of
maonthly bank reconciliation statements and cash flow statements.

30, SECTION 15: FINANCE AND AUDIT COMMITTEE CHARTER

30.1 Purpose

To asaint the Univeraity Council i fullilhng its oversight responacbilicy

for the financial reporting process. the systems of internal control, the

amdit process, and the university’s process for monitoring compliance

with laws and regulations and the code of conductl. The Couneil muy
wale to the any or all of jts executive functions with

nE



ttg,nmd 1o finonce ond audir matters, subject 1o the general polcy,
control, and guidance of the Counal in sync with [Statute LI (1)) of the
Kamuzu University of Health Saiences Act, 2009,

30.2 Authority

30.2.1 Finance

The committes has the authonity to conduct, authorize, and for review
any marters within its scope of responsibabty, including the aetivities
listed below:

a, The investment and management of University funds,

. The incurnnog of, or the authorisation of personia of bodies in the
university to incur expenditure from university funds, inchiding
#NY NCOme accrung o any section of, or body in, the nniversity.
. The review and endorsement of annual budget of the Universty.
d. The control of expenditures from budgetary allocations by means.
of fnancal regulations; management accounts, and other
conditions.
e The preparation and presentation of annual aceounts of the
Uniwersity.
30.2.2  Audit
The committes has the authority to conduct or authorize investigations
into any matier within its seope of responsibility. 11 is empowered to;

w. Appoaint, compensate, and oversee the work of any registered
public accounting firm employed by the university.

b Resolve any disagreements between management and the
external auditor regarding financial reporting.

. Pre-approve all aucdinng and non-sudit services.

il Retain independent counsel, accountants, or others o advise the
COMMIITEE O K8 i condueting an Investgalon.

14



. Seele any mformation required fram employees, all of whom are
direcied to cooperate with the committes's requests.

L Meet with Corporate (Mlicers, external auditors, of oulsbde

counsel, is neoessAry.

30.3 Composition

The Finance and Audit Committes will consist of at least three and no

mate than six members of the Counecl. The Counel o its Aominating
i will  appai ittee bers. and

chairpersona. Bach committer member will be both independent and

{inancially literate. At least one member shall be designated an the

“financial expert,” as defined by apph legial and regul

30.4 Mectings
The Commimee will meet at least four times a year, with the suthority
to convene additionnl meetings, as circumstances require.  All
commitiee membera are expected 1o attend each meeting, in person or
vin teleconlerenee-or videoconference, if permitted. The committee will
invite members of the management, auditors, or others to attend
mectings and provide peruinent information, as necessary. It holds
private meetings with auditers (see below) and execulive sesmions.
Mestng agenda will be prepared and provided i advance to members
along with appropriate boefing matenals, These minutes will be
prepared.
30.5 Responsibilities
The committee will carry out the following responsibilities:
30.5.1 Financial
. Review, for approval by the couneil, the budget seiting processes
for both revente and capital expencliture.
b Review, for approval by council, the perodic buclgets as
presented by management.



. Monitor  the pegular ‘nml#l and  octusl-to-date  reports
{management accounts) presented by the administration.

d. Authorise (between council meetings and subsequent approval of
the University anoual estimaics of revenue and capital
expenditure] any budgetary amendments not exceeding -an
amount periodically specified in writing by council per line item
and in aggregate of not more than a specified limit (where they
are set).

e. Approve any majer (lem ol capital expenditure within limits
periodically apecified by coundl.

[ Rewview the regular updated cash llow projections peesented by
EANAEETICHL.

g Form opinions, from the foregoing. to be communicated o the
council, of the ‘going concern’ financial health of the University.

h, Review and approve investiment and fnancial management
palicies of the Universaty funds.

i mpeﬁodicrepuuﬂhwmldmhinnlwmd by the
inveatment committes (if nn investment committes B8 not
appointed, these functions will be the responsibility of the finance
Commuilies),

j- Accept any offer to purchase with respect o any properry the
allenation of which has been approved by the it in princeple,
subject to general imitations and conditions perodically imposed
by the council, and approval by the constituent minisiries.

e Approve the concluston of any major financial trensscton
provided thar budgetary provisons hove been made for such
transactions, and no apparent conflict exists between such
transactions and the interesis of the university, as perceived by
the Coundl (subject to approval by the constituent stakeholdes
ministries].



L Aurhorise the writing off of bad debis, subject wo such policies or
provimons as may be determuned by the Councl from time to
time,

m. Determine the policics regarding the granting of student loans.

n, Require the sdmimstration to recover any money overdue to the
imstitution in accordance with normal business practicen,

o, Review significant accounting policies and reporting issues,
including complex or unususl transactions and - highly

judgmental areas, and recent prod I nnd reg ¥
pronouncements, and understand their impact on Anancial
slalements.

P Beview interim financial reports with management and external
auditors before fing with regulaiors and consider whether they
are complete and consiatent with the ifarmation. kmpwn to
committes members.

q. Review annual financial statements. and consider whether they
are complete, consistent with information known 1o committes
members, and reflect approprinte aecounting principles.

r. Understand how mansgement develops interim  financial
mformation, and the nature and extent of intemal and external
muditor invalvement,

30.5.2 Internal Audit
The following shall apply:

a. Review with management and the University Internal Auditor
{UIA) the charter, plans, nctivities, staffing, and organisational
structure of the nternal audit function.

b, Ensure there are no unjustified restrictions or Lmitanons and
review and concur in the appointment, replacement, or dismissal
af the ULA.



. Review the effectiveness of the mnrernal woadit function, meluding
comphance with the Institute of Internal Auditors’ Standards,

d. On & regular basts, meet separately with the ULA to discuss any
mafters that the commitiee or internal audit belicves should be
privaiely discussed.

20.5.3 External Audit
The following shall appdy:

a. Review externnl auditors’ pmpumd: audit scope and ap;pn-:h,
including coordination of audit effory with internal audits.

. Beview the performance of external auditors and exercise final
pproval of the
. Review and confirm the independence of external auditors by
cbiaining statements from auditors on the relationships between
auditors and the university, including non-audit services, wnd
discuiss their relationahips wath them.
d. On a regular baxis, meet separately with external auditors to
discuss any matters that the committes or auditors believe
shonild be privately discussed.

nt or discharge of iors.

e

30.5.4 [Internal Control
The following shall apply:

a. Consider the effectiveness of the university's internal control
aystems, including mformation technology security and control.
b, Understand the scope of internal and external auditors” review of
mirmnal control over financial reparting and oblain reports on
significant [indings and recommenditions, together with
FANAEement tﬂwﬂl
30.5.5 Complinnes
The following shall apply;



& Rmmmd&mmnﬂm¢wm-h*mmqmphm
with lwws and regulations and the results of management's
mvestigation and follov-ups (including disciplinary action) of any
i of fie limnce

b Review the finding of any imat by reguiatony Bgencies.
and any auditor observations.

. Review the process for communicating the code of conduer 1o
university personnel, and for monitoring compliance therewith.

d. Obuun regular up from pement and company legal
counsel regarding compliance matters.

30.6 Other Responsibilities
The following shall apply:

. Perform ether activitles related 1o this charier as requested by the
Counal.

b Institute and oversee special invesugatons as needed.
. Review and assess the adequacy of the committee charer
annually, requenting Council approval for proposed changes, and
ppropriate dinclosure, as may be required by law of
regulation.

d. Confirm annually that all responsibilities outlined in this charter
harve been carried out,

e. Evaluate the committee’s and individual members” performance
on & regular basia:
30.7 Reporting Responsibilities
The fallowing shall apply:
. Regularly report 1o the Counetl aboul commitee aetivities,
iasues, and related recommendations.

b. Provide an open avenue of communication between nternal
auditors, extemal auditors, and council members.
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. Review any other reports the Universary issues thar relate 1o the
commitiee's responnibalities.

Issued by

Chairman of Couneil Dute Vice Chancellor Dute



APPENDICES

APPENDIX 1: Schedule of Authorisation on Re
Expenditure
Item | Item I‘:.““" “““'; Approving
No. | Description 3 mt-us} i Authority
1 | Payvoll Oaly authorined on
peerson
2 | Bervice and Up 1o MK5,000,000 | Benior Finance
poods contracis Officer, Finance
officer, ED, DF]
Above MES, 000,000 | Finance Manager,
Below ME10,000,000 | Executive Dean,
DIOFL
Above MK1D,000,000 | VC, DVC, ED, UR,
OF1
3 | Consuliancy Al levels V¢, DVC, ED, R,
DF1,
4 | Utilities All levels UR. DFI
5 | Maintenance of | Up to MKS5, 000,000 | Senior Finance
Equipment Oficer, Finance .
officer. ED DFI,
Above MES, 000,000 | Finance Manager,

Below MK10,000,000

Executive Dean, DFI

Above MELD.O00,000

VC, DVC. ED. UR,
DF1

Maintennnee of
Vehicles

Up to MES, 000,000

Semor Finance
Oificer, Finance
officer, ED, DFI,

Above MES, 000,000
Below ME10, 000,000

Finance Il.innaer,
Exécutive Dean, DF1

Above MK10,000,000

VT, DVC, ED, UR,

Below MEK10,000,000

DF1
T Maintenance of | Up to MRS, 000,000 | Senior Finance
Buildings Officer, Finanoe
officer, ED DFI,
Above MKS, 000,000 | Finance Manager,

Executive Dean, DF1




Control  Feature

Item | ltem Approving
[Monetary values if
No. | Description 1 le) Authority
Above MK10,000,000 | VC, DVC, ED, UR,
DOFL
8 | Laocal All R, Campus
traved /fuel and Manager,
Lubricant
9 | Training [Local |All VG, ED, Campus
and Foreign) Mannger
10 | Insurance All DF1
11 | Profeasional All UR, BF]
fees and
experines
12 | Investigntive All UR, DI

contn




APPENDIX 2: SBchedule of Authorisation on Carrent Assets

MEK1,000,000,000

Ttem | Item P [ Fi Approving Remarks
No Monetary Person Authority
Values if
Heahiei
Opening of Bank | All Levels DFl Ve, ED The Coundl to be appraised on
1 | account new hank accounts and purposs
for use
Signatory to Banlk | All levels DFl YV, DVC, UR, [ The Council to be appraised of
2 | Accounts Campus the Bank signatorics on cach
Manager, ED | account
Cash Floar for | MEK200,000 Cashier DFl Rematrar Approves the Inital
3 | Imprest Expense Moat and any adjustment fo the
size of float
§ Perty Cash | Moamum of | Cashier DFl Individual petty cash payments
pavments ME 10,000 shall not exceed the limit given
Imprest Finance Campus All liquidation documents to be
5 Personnel Marnager submitted fourteen days after
completion of the activity
Current Up to | Investment | Campis The VC must be appraised on
Inwestments MR 1,000, 000,000 [ Manager Manager intention o invest and ares of
6 | [Includes deposits investment and give guidance
snd Securiiedl - DFl Ve The Council must be appraised

of the new investaent




Item | Item Description | Control Festure | Initiating Approving Remarks
No (Monetary Person Authority
Values if
Stafl loans Emergency Stadl Campus Total loans not exceeding three
Advance member M;IILIFI month’s Iﬂlﬂl’f
Motor Vehicle Srafl Campas Up to one and a half of annual
membser Manager aalary and to be recovered over a
peried of seventy=-two months (aix
years),
) Education Srall Campus Amount of fees paynbie and 1o be
Addvarcs member Manager recovered within six months
Furniture Loan Stall Campus Ho limit, To be recovered within
member Manages twenty-four months ([wo years].
All pthers Spafl Campus As per conditions of service
mermier Manager




APPENDIX 3: Schedule of Authorisation on Fixed Asseta

Specialist

Ttem | Item P [+ Fe Person | Approving Remarks
LL] (Monetary Values if Authority
applicable)
1 |Long Term AR DFl The Council to
Investments approve -
Capital Expenditure | Up to M- Head of Finance At least three
10,000,000 Above Deparmment fUnit | Manager and fuatalions
MK 10,000,000 up to Dos required from
ME-29, 000,000 appravod list of
[Goods & non- suppliers
consultancy senace)
2 MK49,000,000
[consiruction works)
Commitment within | from--ME30,000,000 | Head of DF & VT Tender
the approved budget | [Goods & non- Department f Unit comimiites
consultancy service) | through procedures must
Procurement be followed.

Lo




Item Description

[Monetary Values if

applicable]

Initiating Person

Approving
Authority

MES0, 000,000

[constriction works)

IPDC -

Coundcil on
recmmendation
of the IPDC

Tender
procedures muist
be followsd
based on
procurement
procedures soch
an LE, LCH, ICH,
and LIS,
Recommericution
by Tender
Cormmitiee shall
be endorsed by
the -DF1




Ttem | Item D ipti [ 1 F Initisting Person | Approwing Remarks
No (Monetary Values if Anthority
applicable)
Capital expendinure | ALl IPDC and Coundil The Director of
outside the approved Director of Finanoe Finance and
3 | budget and Investment Invesiment to
prepare
supplementary

budget




APPENDIX 4: Schedule of Authorisation on Liabilities

approved budget

ltem No |Item Description | Control Feature |Approving
|monetary Authority
wvalues if
applicable}
i Credits on normal | Service and DFl
operathen goads contrRels
CXPCTISES
2 Loans Al Council with
prioe approval of
the Minister of
Finance.
3 Capital All Council
expenditure
outside the

[}




APPENDIX 5: Schedule of Adjustment and Write of Assets and Losses

Control Feature

sngle item

ltem No | Item Description | [monetary values iff h::"'m Approving B -
applicable) non. Authority
Inventory Up to ME1000,000 Finance UR / DRl
1 N Managers
adjustments
Above MK, 000,000 DF1 Council
. Finance
2 Accounts Up to MK500,000 M 2= UR | DF1
Receivable
Above MES0D,000 DFl Counel
Finance
Up to MK200,000 uR DA
3 Cash and Securities ¥ Manngers /
Above ME200,000 DF Couned
Cotirvel with S:cﬂ.‘lanr 10 the
#r npproval of Council must
a Loans All URand DR | POOC A panisigats on all
the Minister of
Firisnce contractual
) agreements
= Up to MESDO,000 of
5 o M:I.Fued original cost per [PDC Couneil

B4




Control Feature

Item No | Item Description | [monctary wvalues if Pe Hng :‘!l i & Remarks
applicable}
Above MESD0,000 of
orignal cost per PG Council

singie item




APPENDIX 6: Schedule of Format for Annual Reports.

5 of Compreh 1 and Expenditare Report for
the Year ended
Revenne Notes

Governimnent Subsention ORT

Governiment Subvention %
Development
Feea Postgradunte X
Feen Undergradunte x

x

X
Business Units X
Grants and donations X
(her Income X
Total Revenues X

Statement of Cash Position as at ......... .
Hotes

Fixed Ausers X
Property Plant and Equipment x
Current Asssts
Inventones X
Student Debtors X



Snff Debtors

Trade Debtorn

Prepayments and other receivables

Cash and cazh equivalents

Total Currenta Assets

Total Asscts




FUNDS AND LIABILITIES

Current Liabilities

Trade accounts
payabie

Taxes payable

Accruals and other accounts
payable

Bank overdraft

Total Linbilities

Funds
Capatal fund

General fund

F‘Lmd-ﬁr;peuﬁc: PUFPOSES

oM M M

Total Funds and Liabilities

Signed by:

Chairman of Couneil Date

LEY

Member of
Council



