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: In ExerRCISE of the powers contained in section forny-six of the Local
Government Act, 1991 e following Reguiations are hereby made:

PARTI
PRELIMINARY

.1, '_I*hese Regulations may be cited as the Local Authorities Tide
(Financial) regulations, 1992.

2. _These Regulalions shall apply to a Council which has not, made  Application
financial regulations under subsection (1) of section forty-six of the
Local Government Act, 1991. or which has not adopted these ActNo.22

Regulations as specified in subsection (2) of section forry-six of the ar1991
Act.

3.

Interpretation
In these Regulations, unless the context otherwise requires—

“accounting Unit ” means the Treasurer’s Department of the
Council;

“advance ” means any recoverable sum of money issued to any

person where such advance is in the Council’s interest and is
repayable at some future date;

“collector of revenue ” means an officer of the Council whois
charged with the duty of collecting any type of Council revenue;
“ controlling officer ” means the chief executive of the Council;
“Council ” means a local authority established or deemed to have
been established under section three of the Act;

“ head of department ” means an officer responsible for the
administration of a separate department of the Council;

“internal auditor ” means any person assigned the duties of internal
auditor, for the time being, by the Council or any person
designated as intemal auditor by the Local Government Service
Commission;

“ inescapable commitments ” means—

(1) salaries and wages;

(i1) petrol and oils;

(i11) electricity and telephone bills;,

(1v) stationery; or ’ '
(v) emergencies; -

“ purchasing officer ” means any officer whose responsibility
is to sign an order for the purchase of any goods or the
rendering of any service;

“Treasurer " includes a Director of Finance.
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PART I

Forms of
estimates

Preparation
of estimates

Final capital
estimates

Approval of
estimates by
Minister

Procedures if
no provision
or inadequate
provision

ESTIMATES
and recurrent expe
ance with sec

: s ited
4. (1) The estimates of capital rfdltu;.‘e- Su}.);}:(:i)f
to the Minister for approval in accord tion thirty
the Act shall be set out as follows:
(a) the total estimated expenditure sh
capital project;
(b) the total estimated expenditure on all

all be shown in respect of each

capital projects shall be

shown;
nder each head

(c) the total estimated expenditure shall be shownu

of recurrent expenditure;

hall be shown under each head of recurrent

(d) sub-heads s
expenditure;

(e) the first sub-head under each of r

estimated expenditure on employees in respect of such h

recurrent expenditure; and _
(f) items of expenditure shall be shown in respect of each sub-head

ecurrent expenditure shall be
ead of

of recurrent expenditure.
(2) The detailed form of capital and recurrent estimates shal

all councils, as advised by the Minister.
5. (1) The annual estimates of revenue and expenditure shall be

prepared by the heads of department, in consultation with the Treasurer,
in accordance with the guidelines, if any, issued by the Minister.

(2) The Treasurer shall collate the estimates approved by the
committees and report to the Finance Committee.

6. The final capital estimates shall include projects for which finance
has been agreed with the Government or lending institutions, as the
case may be, or which are decided to be financed from the Council’s

1be for

resources.
8. The Controlling officer may not incur any expenditure, until the

estimates have been approved by the Minister:
Provided that where the annual estimates have not been approved

by the Minister before the commencement of the relevant financial

year, the Council may continue to incur expenditure on charges which

become due in respect of inescabale commitments.

9. Where there is expenditure which is not approved in the estimates
or there is excess expenditure on an itgm which appears in the estimates,
the head of department shall after consultation with the Treasurer as
the case may be, inform the Committee concemed explaining the reasons

for the excess expenditure.
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e
10. (1) Where the expenditure is not envigaged when the estimates  Supplementary

are prcparcd, or where the excess expggditure on an item cannot be
met from savings on another item under the same sub-head, the
controlling officer shall submit to the Minister an application tor
supplementary provision as adopted by the Council, in accordance with
subsection (2) of section thirty-nine.

(2) An application made under sub-regulation (1) shall show
corresponding savings from any other head of expenditure or evidence
that the additional expenditire will be inet from an overall additional
income or fund balances. ’

I'1. (1) Where the amount of the approved income is not reached, ~ Procedure it
the head of department concerned, shall after consultation with the ~ short fallin
treasurer inform the Council, through the committee concerned ey
explaining the reasons foithe shortfall.

{2) Where there is an overall shortfall in income the Council shull
review and restrict the expenditure so that adequate surplus balances

meet the excess over income.
PART III
GENERAL ACCOUNTING RESPONSIBILITIES

12. The functions of the Treasurer, who is the principal adviser to
the Council in matters relating to the general finances of the Council,

Responsibilities
ol Treasurer

shall be to—
(a) make safe and efficient arrangements for the receipt of moneys
paid to the Council and the issue of moneys payable by the

Council.
(b) keep accounts in accordance with orders or directives issued
by the Council; and to ensure accuracy of these accounts;

(c) ensure that officers accounting for revenue and expenditure
for which they are responsible comply with the provisions
of these Regulations and supplementary instructions issued
by the Council from time to time;

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

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

(f) account for receipts and disbursements of Council moneys
in accordance with these Regulations;
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ade for the safe-keeping ©

stamp duties. revenueé
d all forms of
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) at proper arrangeiry

(g) see ‘h p [ l|110351 Stﬂ.mp51

~i] moneys, SeC )

g)c;unnt:rfoi] rec{:ipts, licences, warrants an
requisition;

(h) collect punctually all

become due and pa

(i) bring to account promptly under t

all Council moneys he collects O _

(j) check regularly all cash and stamps 10 his cl‘f

balance shown in the cash book or stamp1

ash or stamps, found

the cash book

; ich
enue and other Council moneys wh
rev :
yable to the Council;
he correct head '
r which is paid to him:
arge and verify the

egister;

and sub-head

(k) bring to account promptly any revenue inc :
in his charge, in excess of the balances shown 111
or stamp register; ) :

(1) make good any shortage in cash or stamps for which s
responsible:

(m) ensure that all disbursements made or incurred by the 1ssue of
payment vouchers, orders, warrants, requisitions or any other
documents. are properly authorised,

(n) charge in the accounts, under the proper heads of accounting, all
expenditure when it occurs;

(o) ensure satisfactory control of the expenditure by maintaining a
record of commitments incurred by the heads of departments;

(p) prepare promitly all financial statements, budget estimates annual
accounts and returns in the form and manner prescribed;

(q) see that the books of account are correctly posted and kept up-
to-date;

(r) bring to the notice of officers, in writing, any apparent defect in
the procedure of revenue collection, wastage and any
extravagant expenditure which comes to his notice in the course
of his accounting duties;

(s) produce, when required by the Council or by the external auditor,
all books and records or accounting documents in his charge;

(t) reply promtly and fully to any observations for queries received
from the external auditor or the Council:

(u) exercise strict supervision over all officers under his authority, to

ensure efficient checks and precautions are taken against fraud;

(v) bﬁng to the notice of heads of departments any wastage,

incompetence, carelessness or insubordnation on the part of
their staff; and

(W) ensure that all insurabje risks of the Council fully covered by
adequate insurance policies.
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13. (i) No erasures shall be made in agcounts.

(2) Corrections shall be made bystriking out the incorrect figures
and writing the correct figures above them.

(3) The corrections shall be made in such a way that the original
figures are legible and initialed by the officer who makes them.

(4) No alterations shall be made on figures already audited.

14. Officers dealing with incoming mail containing money shall keep

a register of such incoming cheques and cash for the purposes of
recording details of remittances received.

15. The treasurer shall approve any form, document or system of
finance or costing dealing with inventories, stocks or stores.

16. A register of all official accountable documents shall be kept by
the Treasurer.

17 A head of department shall be personally responsible for the

observance of all financial and accounting instructions issued by the
Treasurer.

18.Any financial duty delegated to an officer shall be clear, specific
and in writing.

19. (1) All cheques and cash received shall be banked as soon as
possible, but not later than two days after the day of receipt.

(2) No funds shall be allowed to accumulate in cash collection units.

20. The Treasurer shall. each month, reconcile the balance shown

in any bank account which his Council operates and the balance shown
in the summarised cash accounts or cash book.

21. The Treasurer shall once in a month check cash held in the
Council.

22. The procedures to be followed by the accounting unit at the
close of the financial year shall be as follows:

(a) at the closc of the business on the last day of the financial year,

all cash books shall be ruled off, signed and dated by the responsible
officers;

(b) the accounts shall be closed in the normal munner, as for an
ordinary month end, but supplementary accounts shall be opened by
the acounting unit for the adjusting of misallocations, for the transter

of revenue and expenditure codes and for final entries on the closing
of accounts; and

Erasures in
accounts

Register of
cheques and
cash

Approval of
accounting
system and
forms

Register of
accountable
documents

Observation
of
instructions

Delegation
of

responsibility

Banking of
cheques and
cash

Reconciliation
of bank
account

Checking of
cash

Procedures at
the end of
financial
year
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23 The Treasurer shall maintain

Internal er |
audit audit of the Council’s accounts or ac
T ' 1] have authority
: i ati ave
o ol g e reprfetile ﬂté n:;flzgaand have access
ShE enter all offices and establishments of the O .
o 1 be entitled to require ?utﬁl;

to all records, documents and shal : £
y _ e >
explanations as he considers necessary to satisfy himse

vt ire for
correctness of any matter under examination and to .requl :
verification purposes the production of cash and other assets.
laid down by the

tions of 25. The functions of an internal auditor shall be as Dy 1
Functions of 4 documentation

internal Treasurer and shall cover all accounting procedures an
i and shall ensure that—
(a) the receipt and payment of Council money has been properly
carried out under proper supervision;

(b) the safeguards for the prevention or prompt detecting of
fraud or loss of stores, cash or other Council assets, are

adequate; 7

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

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

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

(f) the returns of revenue or expenditure required by the Treasurer
or the Council are correctly prepared and promptly submitted.

Heads of 26. The existence of an internal audit system shall not relieve heads

departments  4f departments or any other accounting officers of their individual

notrelicved oy it in
of responsibilities, nor remove the need for normal checks within
responsibility  departmnents.

27. Where any matter arises which involves, or is thought to involve,

irregularity in financial stores or accounting transaction in any
department of the Council, the head of the department concerned shall
notify the Treasurer who shall, after consultation with the controlling
otficer, where necessary, take such steps as are considered necessary

by way of investigation and report.

Irregularities

Yreserviati i . . ; .
I l.luuvanl(‘)n 28. (1) The following accounting records shall be preserved tor the
M ACCo Tir s
'(-calu-tJLsU“ e pericds shown:

(2) main cash books and ledgers—ten years:
(b) receipts of all types—ten years;



11th Sept
ptember, 1992 Statutory Instruments 421

(c) payment and journal vouchers—six years;

(d) establishment and salary records required for superannuation
purposes—twelve years from the date on which a permanent
officer leaves service; and

(e) contract documents—twelve years from the date of final payment

(2) I;Iot:iltlh;;al?ding the periods specified in sub-regulation (1), the
records sha ept until they are audi i *
s y ted or until a court case relating

PART 1V
SAFES, STRONG BoxEs, CASH BOXES AND SpeciE BOXES

Difinition of

29. In this part, unless the context otherwise requires * safes”
* safes™

includes strong boxes, cash boxes, specie boxes issued for the safe

custod.y of cash and similar forms of secure containers issued by the

Council.

' 30. The Treasurer shall be responsible for obtaining safes for use  Responsibility

in offices and branches of the Council. for obtaining
; safes

ance  Care of safes

31. The following conditions shall cover the care and mainten
and keys

of safes and keys:

(a) officers shall be personally responsible for keys of safes in their

charge;

(b) where a safe or vault door is fitted with two or more locks, no

officer shall hold all the keys;

(c) ‘where there are two Or more officers at the officein which the ..
safe is installed, more than one key shall be issued;

(d) where the key-holder departs before his relief arrives, the officer
Jeaving the station shall hand over the contents of the safe or
vault to a person temporarily appointed by the head of department
concerned to take over from the departing key-holder in
accordance withre gulation 121; :

ded to 4 person whois not the official key-
1] not be opened except by the officer
be present for the whole period during

(e) akey shall not be han
holder and a safe sha
responsible for it who must

which it remains open;
the Treasurer shall be held and inno

(f) only original keys issued by
er have aduplicate made; and

circumstances shall any offic
rwise authoriged, all duplicate keys of

(g) exceptas may be othe
(e Couneil’s bank.

safes shall be held by
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dif an excep
de to post a guar

safe custody of the
placement of the key.

shall be keptina safe prov

(b) the safe shall be sea
locked at all times; an
arrangements shall be ma

(c) the officer responsible for the
good the cost of repairs and re

key shall make
ided

33. No private money or articles
for the safe keeping of Council moneys.

ash, account

1 ticles, otherthanc
34. A register shall be kept of artic e

books and receipt forms, deposited in a safe and shall be s & _
depositing officer, other than the key-holder, when depositing Ot

withdrawing any such articles.
Officers responsible for safes must verify the contents at least i

35.
once a week and the register shall be initialed each time the contents

are verified.
Where cash is taken to or collected from a bank or another

36.
oftice, the officer charged with conveying the cash to or from such
bank or office shall be responsible for the safe custody of the cash in

transit.
BANK ACcOUNTS AND CHEQUES

37. The Council shall be solely responsible for authorising the
opening of, or changing of any signatory of, a Council bank account;
and the purpose for which the bank account is required shall be stated

in a resolution of the Council.

38. No Council money shall be credited in a private bank or private

savings account.

39. (1) Cheque books and cheque forms shull be kent scare vader

lock and key when not in use.

(2) An officer responsible for the custody and conal of -1 stock
of l.mused cheque forms shall mainiain i record of receipts. Hpena
register and ensure that all unused cheque s wre retained 111 his istody.
. 40.(1) Where a cheque which isunused o j1ac already becnissued
18 lost, the Treasurer shall notify the Council’s bankers.
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(2) Where acheque which has been issued is lost, a “stop order™
shall be sent to the bank on which it was drawn.

(3) Before a replacement cheque is issued for a lost or stolen cheque,
the payee shall sign an indemnity in the form set outin the Schedule.

41. (1) Council bank accounts shall not be overdrawn.
(2) No temporary advance shall be obtained from a bank without
the prior approval of the Council.

42. (1) Two persons who have been authorised by the Treasurer
shall be signatories to cheques drawn against bank accounts.

(2) The Treasurer shall advise the Council’s bankers on who are the
Council’s authorised signatories to cheques.

43. (1) The Treasurer may accept cheques in payment of licences,
fees, rents, levies, charges and other payments due to the Council.

(2) An officer shall before acceptance of a cheque identify the person
presenting the cheque and ensure that—

(a) the cheque is not post-dated or out of date;
(b) the amount in words and figures agree;

(c) alterations of any kind are signed by every signatory to the
cheque; and

(d) the cheque is correctly signed and dated by the drawer.

44. Cheques received shall be made payable to the Council in name
and crossed “Account Payee Only”.

45. Collectors of revenue or other officers who receive Council
money shall not cash cheques from Council money held by them; or

give change in respect of cheques drawn for an amount in excess of
the sum owing to the Council.

46. (1) The Treasurer shall arrange for statements to be provided
regularly by the bank and shall obtain bank statements made up to the
close of business on the last day of every month.

(2) All entries on the bank statement shall be checked with all entries
in the cash books and at the end of each month, a return shall be
prepared in the form prescribed giving a reconciliation of the balance
of the bank account with the balance shown in the cash book.

47 (1) The Treasurer shall prepare the receipts and payments account
and a cash flow statement every month.

(2) The grant payabletoa Council may be forfeited where the Council

fails to prepare the receipts and paymentsiaccount and a cash flow

statement. #
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PART VI

RECEIPT BOOKS AND For

art the term “receip
ertificates, discs or tokens u

MS
t form™ includes all

50. For the purposes of this P sed in the
receipts, licences, permits, ¢
collection of revenue or other money’s.
51, (1) Areceipt form for which payment is received sh
receipt”’ shall be used

allbe issued in

the prescribed form. _
(2) For the purpose of this Part the term “general
in cases where a special form is not prescribed.
52. (1) All receipt forms shall be checked as soon as they are
to ensure that they are complete and correctly numbered.
(2) Any forms which are defective shall be returned to the source of

received %

supply.
53. Every officer who holds receipt forms shall keep a register in
which the receipt and issue of all receipt forms shall be promptly entered.
54. Receipt forms shall be issued in a consecutive order or within
the sequence of numbers of receipts held by an officer. :

55. (1) Complete unused books of obsolete receipts shall be destroyed -
at the office in which they are held. :

(2) The destruction of receipt books shall be carried out in the
presence of the Treasurer and an auditor, except receipts of Government
revenue which shall be sent to the Ministry of Finance.

(3) The Ministry of Finance shall check that the unused receipt books
are complete and are unused.

(4) Certificates of destruction, listing and serial numbers of all receipt
forms destroyed, shall be signed by both officers and the original of
the certificate of destruction shall be filed by the officer responsible for
the custody of the forms.

56. There shall be recorded in thg;@gister surplus stocks of receipt
books that have been returned tg the Ministry responsible for finance
and obsolete forms that have been destroyed.

AT
TR S 2 b 7
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57. The holder of unused receipt forms shall, at least once a month,

record in the register the date the receipts are checked and shall sign
against the entry.

58. (1) Where one officer hands aver to another officer, both
officers shall sign a certificate for the receipt forms.

! (2) The officer taking over shall sign immediately below the last

I entry in the register.

59. A printed notice, bringing to the attention of the public the
need for them to obtain an official receipt for every payment made by
them, shall be displayed i a1l offices where revenue is received.

60.(1) Receipt forms musi - - completed eitherinink or in indelible
. pencil.

(2) Counterfoils shall conre 12 exactly the same details as appear on
the origiral receipt form.

(3) Receipt forms shall be date-stamped at the time of issue and
shall not be altered im any way.

61.  Where a wrong entr is made on a receipt the form must be
cancelled in the manner prescribed in regulation 62,

62. (1) Where a receipt is cancelled, the original and all the copies
shall be cancelled and signed by the holder of the book.

(2) The duplicaie shall be nicluded with the other duplicate receipts
which accompany the revenue cash book.

63.: Every receipt form and counterfoil shall be printed or stamped
with the ofticial stamp and shall be signed by the issuing officer.

6= . (1) Ofticers who receive payments from collectors of revenue
shall .-nsur that the numbers on the receipt form run consecutively.
(2) “her> there is no satisfactory explanation for any missing form,
the ma: ' sitall be reported wizhout delay to the Treasurer.

65. “loduplicate of a lice ce shall be issued unless approval is
specific ly provided for inay witten law or regulation.

66. (:)Any certificd copy 1 areceipt form required shall be made
on plain :aper and headed ceriified copy”.
(2) N receipt form shull be used as a copy for an original receipt
previously tssued.

67. No counterfoils or copies of fsed receipt forms shall be

destroyed until they have been examined by an auditor appeinted by
the Minister. "

b T gy
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RecEpTs OF REVENU ny p
i1 revenue for any

No officer shall use Counc

Private use 68.
purposes. e whenever
_ All be issued by the receiving officer
Receipt to 69. (1)A recfilpt Sh. d her than
v Council paneyisreccives. hall be paid out to any person o
(2) No Council moneys shall thority of the Treasurer.
the Treasurer except with the written au e
under the appropri
Classifica- 70.  Allrevenue shall be brought to account
g0l sub-head of the revenue estimates.
revenue . heets
' tion s
Cash 71. Collectors of revenue shall keep cash collec
collection daily.
sheets coount
Bringing 72. The Treasurer shall ensure that collectors of ‘_revel‘l u'e a
"I for the amount of moneys collected by them on a daily basis.
account
Cash 73.  Where a collector of revenue has a surplus of cash, the Cas,}"‘
sl shall be brought to account and credited to “Miscellaneous Revenue”.
* Revenue *74. Anofficer responsible for issuing receipts shall not open any
' r‘:g:]t‘:f‘om mail or keep a register of incoming remittances. - .
open mail
“ Providing = 75. (1) The heads of departments shall furnish particulars of charges
;grf"""a"o" * for work done, goods supplied or services rendered on behalf of the
collection Council.
ofrevenue (2) Any amount accruing shall be promptly. recorded by the
Treasurer as money received by the Council.
Outstanding 76.  The Treasurer and heads of department who collect revenue
debts shall refer for appropriate action, all debts they are unable to recover
to the controlling officer without undue delay.

T A 1) Any irrecoverable debt may be written-off with the approval

Write-off
by Council  of the Council.
(2) Where any debt has been written off the controllin g officer shall

submit such a case to the Council giving the amount of the debts, the
date on which it was due, the action taken to collect it and the reason

why it was not possible to collect it.
(3) If the Council authorises that a debt be written-off, necessary

accounting adjustments shall be made.
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PART VIII

CONTROLLING OF EXPENDITURE AND PAYMENTS
' 78. (1) No money shall be paid out unless a payment voucher  Payments
is made. vouchers
(2) The payment voucher shall be made in the form prescribed

by the Council.
79.  All vouchers shall be completed with all details filled in, Detailson
Payment

including coding allocations, dates, numbers, quantities, rates, distances :
_vouc NErs

and authorities.
80. All vouchers shall be legible, type-written

or indelible pencil.

81. (1) Each paymen
(2) The Council may delegate the resp
Finance Committee which s
fore the next meeting O
be aythorised to make the pay
ments to the Council or the Finance

ding to the procedure laid down

ormade outinink  Preparation
of vouchers

Authority

t shall be approved by the Council.
hili 3 for
onsibility for approving . ents

hall report to the Council

f the Council.

payments to the
ments setout

on all payments made, be

(3) The Treasurer shall
below, but shall report any such pay
Committee at its next meeting accor

by the Council.

(a) vayments of wateror electricity bills (where supply is
normally disconnected if accounts arc not settled
promptly);

General for postal services

(b) payments to the Post Master-

and telephone accounts;
ds delivered on cash;

arrier for goo
is allowed for

(c) paymentstoac
ders where a discount 1

(d) payments to tra

prompt payment; "
(e).. payment of salaries, wages, subsistence and travelling  _
allowances; '
gums of K5,000 or less;

(/) petty cash payments involving

and

(g) any emergency payments which can subsequently be
justified as such by the Treasurer.

82. (1) The original payment voucher shall be signed by the  Signing

authorised by the Treasurer. vouchers

controlling officer, Treasurer or any officer
(2) The name of the officer signing and his designation shall be

printed below his signature.
- (3) Copies of payment vouchers shall be initialed by the signing
officer or stamped with his name stamp.
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83. authort
shall be kept by the Treasur
| time. | -
B (he voucher or @ document ghall ceroily
ne ) -
( and shall ensure that

84. The officer signing |
lity of the paymen

ade f

the accurancy and valic o esor wageS e
(a) alldeductions due tobe m rom salunc:
been made; _
(b) the goods have been sqppllcsi or
certified by the rcccivmg.ot’hccr. )
(c) the prices charged are el_[hcr accorc 3
approved rates, or are fair and reasona

current local rates;

(d) the paymentiscove
charge on Council funds;

(e) the calculations are correct; . o ‘

(f) the persons named as payces are those entitled to recelve :

‘ payments; and :

d on the voucher shall not cause

(g) paymentof the amount state
' an excess over the amount allocated.

ted to payments which are
gements

r the services prowdccl as

ling to contr
e according 10

red by proper quthority and is & proper

85. Anofficer signing vouchers rela
recoverable shall be responsible for ensuring that proper arran

exist for the recoveries to be made.
86. (1) Vouchers relating to purchases shall be supported by the

suppliers’ invoices. :
(2) Payment shall not be made on statements of account only.

(3) Requisitions for local supplies shall not be issued in arrears if

goods have already been supplied.
(4) The head of department or any other officer authorised shall

certify the voucher giving reasons for the failure to issue a requisition.
87. (1) Where anoriginal invoice islost, a duplicateshall be obtained
from the supplier together with a certificate of non-payment on the

original invoice.
(2) A certificate that payment has not previously been made shall

be recovered on the voucher by the officer making the payment after
he has satisfied himself that payment on the account has not in fact

been made.
88. (1)Aduplicate requisition form shall not be issued if an original

has been lost.
(2) Payment shall be made against the supplier’s copy invoice

endorsed with the serial number of the requisition form against which
the supply of goods or services was made.
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(3) The certificate i
> “i€ required by regulation 87 shall be
the payment voucher. ® iy g

89. (1) Payment shal] be mad
Payment is due.

e by cheque payable to those to whom Method of
payment
(2) Each cheque shall be

) crossed, except in the following
CiIrcumstances:

(a) where there is a standing imprest for the net total of vouchers
of wages to be paid in cash to employees, cheques shall be
paid to the holder of the post held by the officer responsible
for drawing the cash and paying the wages:

Provided that the name of the responsible officer shall
be added in brackets: and
(b) open cheques paid to the payee may be issued for personal

imprests and, on request, salaries, wages and other personal
payments due to Couricil employees.

90. (1) When an open cquue is issued, a receipt of

Security of
acknowledgement of the cheque shall be obtained from the payee open
before the cheque is handed over.

cheques
(2) The cheque shall be sent by registered mail and the number
of the registered slip recorded on the payment voucher.

91. (1) Where there is no loss of discount for prompt payment,

Availing of
accounts for the same supplier may be grouped and paid at least once  discount
every month.

(2)  Anofficer responsible for any discount lost, owing to the delay

in the passing of accounts for payment, shall refund the amount to the
Council.

- 92.  Allsignatories.of cheques shall ensure when signing—

T "Responsi-~ 7 it
_ . Sehonss
(a) that original documents (invoices, salary sheets, claim lz:;:ﬁ: o
forms, etc.) are attached,;

_ signatories
(b) that the original documents are all stamped “Paid” by means

of a special stamp and that the cheque number is correctly
shown within the “Paid” stamp;

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

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

93. Payments shall be made to persons or firms to whom payment Delivery of
is due in the following circumstances: CHsh o

cheques




































