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1. OVERVIEW OF THE PROGRAM

The Royal Government of the Kingdom of Cambo@®45C) is committed to the public financial
managementeform towards the international standard, knownfaa -bytsee reform from
centralized inpubriented public financial management system to decentralized achievement
oriented or outpubriented publicih anci al ma n a tpreughethre implenyestdtien rmfor-
platform or/and fouphase strategies including (1) Strengthened Budget Credibility, (2) Imgfmaettial
Credibility, (3) Linking the Budget to Policy and (4) Improved Achievement Accouityabil

The improved budget credibility which is the primary goal of Stage 1 was introduced at the end of
2004 and successfully ended with the introduction of Stage 2 at the end of 2008 which was fully
implemented at the beginning of 2009. As a result, pdetharrow the gaps of the incomepense
implementation of the national budget against the approved budget law, making the éxpamse

flow smoother and more practical on monthly and quarterly basis and payment more punctual. Also,
it reduced nearly #nchronic debt problem. Given these plausible outcomeR@@xcan draw a firm
conclusion that essential budget credibility was successfully established, which formed a solid basis
for further strengthening Stage 2, gearing mainly toward improving fiaaaccountability and
introducing information technology to the public financial management.

It is true that despites good planning and preparedness, unexpskseaie unavoidable. When the
reform yield fruition of the budget credibility (When the ina®m high, the government can save up
every year), the government shall continue to improve financial accountability so as to increase
clarity, integrity and punctuality of accounting and financial recording and reporting system which is
an important basigor evaluation and analysis in order to increase transparency, feasibility and
effectiveness of the policy through the introduction of Consolidated Action Plan Stage 2 at the
beginning of 2009, and unexpected challenges might occur consequ@tilpgshe complexity of

the preparation for introducing new and sophisticated information technglogpal economic and
financial crisis which affects the incoreex pense | mpl ementati on ,and C
CambodiarThai border crisis and flood which has impactegpense policy andhé last challenge

is budget shortfalls to support the operationalization of informatohnology project resulting in
reduction of the FMIS completed modules to treasurfricenodule.

However, the outcomes of this feyear reform of budget credibility gave important experience and
enhanced capacity for Cambodia to address the abewtioned challenges which occurred
repeatedly and continually during 2009, 2010 and 204feé&ially, it minimized the impact of global
financial and economic crisis and refrained from borrowing international loan which could make
Cambodia fall into the trap of debt crisis. Meanwhile, despites consuming a great deal of time,
spending 5 years poaring for the implementation of the information technology for public financial
management also gave us time to absorb, learn and gain more experience, increase credibility and
trust as well as helped us be more prepared for the launch of the inforteatinnlogy which would

be eventually introduced at the beginning of 2015.

In 2014 which is the sixth year of the implementation of Stage 2, there will be continued efforts to
implement the Consolidated Action Plan 2 (CAP2) which consists of 14 objeci¥estivities

divided into 3 sections. Section for enhancement of budget credibility has 4 objectives and 19
activities. Section 2 for improvement of financial accountability has 8 objectives and 49 activities and
Section 3 for preparation for the next gid@m has 2 objectives and 5 activities, focusing on pilot
program budget implementation and integration improvement and budget comprehensiveness.
Additionally, 2014 is the final year to finalize the 3 plus 2 straiegyiementationswhich focuses

on prep@ring the information technology for treasury centric module and shall be put into operations
at the beginning of 2015.
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Therefore, besides further strengthening the budget credibility towards a strong and stable system,
essential financial accountabilitpnprovement shall be achieved to be able to go to Stage 3, which
focuses mainly on Platform 3 or increased budget link to the policy. To what extent the essential
financial accountability shall be determined by which indicators and how to do it is whestwera

through the outcome of the review of the implementation of public financial management reform and
Cambodi ads public financi al management system

As indicated above, Stage 3 shall be launched when the basic budget credibilityis ysédnie and

the financial accountability is achieved supposedly at the end of 2014 or the end of 2015 after the
implementation of the information technology for treasury centric module, implementation of new
budget contents and new accountingp whichcan increase clarityntegrity, and punctuality of the
accounting and financial record and statement system and which responds to IPSAS at a reasonable
level as well as the implementation of new budget transaction system (expense guarantee,
procurementad payment) which can guarantee the improvement of the efficiency, effectiveness and
transparency of budget implementation. Moreover, Stage 3 shall be launched with the rolling out of
Platform 1 of the budget system reforiiid of 2015 or 2016). Stage 3rchephased out at the end

of 2019 or 2020 with the implementation of Stage 4 and hopefully the four objectives of the whole
Public FinancialManagemenReform Program(PFMRP)will be successfully concluded by 2025
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2. PURPOSE OF THE MANNUAL

The Supplementary Financial Management Manual provides specific guidance for mamagedn
staff of the PFMRPo n al | ar e as -teday fiRrancmigmanageinent fobm yinancial
policies and standard, budgeting, financialcagting systems and procedures, financial reporting
and audit. It is developed based on the Financial Management M@diM), the Standard
Operating Procedures (SOP) and the Procurement MéPNBlissued by thé&kRGCin SubDecree
No. 74 ANK.BK dated 22 My 2012 for implementing akxternally financed Projects/Programs in
Cambodia and in a proper and best practice manner.

The Manual describes thsource of fundsflow of funds, utilization of funds,authorities and
delegation of responsibilities of tReojectstaff, disbursement procedures, internal controls, financial
and accounting policies and procedui@sditing guidelines, reportingransaction flows as well as
planning andbudget preparation procedurdis Manual is a guide to implemetite PFMRP and
should be in conjunction with thEinancing Agreement (FA)Xsrant Agreement (GA), Project
Appraisal Documents (PAD).

The Manual is applied tolgbrograms/project and program Implementingefcies(lAs) involved

in the implementatiof the PFMRPsuch as General Departments/Departments of MEF and Line
Ministries/Institutionsunder the supervision @eneral Secretariat of Public Financial Management
Reform Steering Committee (GSC) who acts as the program Executing AgencyA&aje mainly
responsible fooutput and outcome of the project, while EA is responsibl@toper coordination,
effective management and enswempliance with legal binding documefar all areas of
administration financial and procuremen order b achieve the identified Project Development
Objective (PDO)

It would also hel@evelopment Partne(®Ps)in their follow up action on program actives and
financial performances. In this regattie PFMRPshould ensure that all involvgatograms/pragct

and program implementing agencas familiar with this manual and the specific requiremethef
Development Partners (DPs)

Provisions of this Manual may be periodically discussed and updated with the agreemerP§om D

in light of experience gaed in program implementation in order to ensure its usefulness and relevant.
General Secretariat of Public Financial Management Reform Steering Committee (GSC) is
responsible for updating the Manual akde e pi ng al | Programsod tmanag
stakeholder informed of the changes made.
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3. FINANCIAL MANAGEMENT RESPONSIBILITIES

3.1 G S GORGANIZATIONAL STRUCTURE

Based on Sub Decree No. 2MK.BK dated 17 January 2014 issued byR&C, GSCwas
established by taking over and extending tirganizing andfunctioning of Steering
Committee Secretariat (SCS}SCis established under é¢tublic Financial Management
Reform Steering Committg®FMRSC) with the responsibilities to assist and coordinate the
arrangement and implementationtbé PFMRP particularly managing all activities related
administration, finance and procurement of the program

GSC isoriginally structuring intcsix sectionsand later on extended to seven sectsuth as
Policy, Revenue Management, Budget Formulation, Budget Execution, General Support
Public Relationand Admin Finance and Monitory & EvaluationGroup. If GSC is
restructured in the futurand substaial changes occurredhe Manual will be updated to
reflect any chages to the financial rolesgesponsibilitiesand financial management of the
program The organization structure of GSC is depicted inRigeire 1 below.

3.2 PROGRAM FINANCIAL MANAGEMENT TEAM

Admin, Financeand Monitoring & EvaluationSection of GSCdepicted inFigure 2 is
accountable for the financial management activitieshefPFMRP and also of ensuring
compliance with all financial covenantsluding

- Managing and admintiering the financial affairs of the project.

- Ensuring compliance with the financial covenants of the project agreements and
GovernmenandDPspolicies and procedures.

- Establishing and maintaining project budgets to support the mobilization of
resources arl as a management tool to support project management.

- Managing the project bank accounts and flow of funds.

- Establishing, maintaining and operating the project accounting and financial
management systems and procedures with appropriate internal control sysm.

- Administering the financial transactions of the project and maintaining proper
accounts and records.

- Undertaking all disbursement functions, tasks and activities of the project, in strict
conformity with the guidelines and systems and procedures goveing
disbursements.

- Prepares applications for withdrawal, replenishment and direct payment t®Ps

- Generating and distributing financial reports, evaluations and information
necessary for effective and responsible financial management.

- Monitoring the financial performance and taking actions to address variances to
plans.

- &AAEI EOAOET ¢ OEA AOAEO T &# OEA DPOTEAAGGEO
- Undertaking all tasks and activities related to the procurement of civil works,

goods and services requiredby the project, in strict conformity with the guidelines,
systems and procedures, governing the use of project resources.
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FIGURE 1: ORGANIZA TIONAL STRUCTURE
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FIGURE 2: ORGANIZATIONAL STRUCTURE OF ADMINISTRATIVE AND FINANCE DIVISION
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4. PLANNING AND BUDGETING

The Program is required to preparbualget plarand procurement plan annually. TGensolidated

Annual Work Plan and BudgéAWPB) will be prepared based on the annual Consolidated Action

Plan (CAP)/ Generdepartment Action Plan (GDAP) of Ministry of Economy and Finance and Ministerial
Action Plan (MAP)f Line Ministries/InstitutionsBudgeting is the process alfocation of resorces,
estimating the financial requirements of these plans, identifying sources of funds and adopting
measures to ensure that such funds are made available on time. Both planning and budgeting continue
throughout the life of the project.

4.1 PROJECT PLANNI NG AND BUDGETING

EachGeneraDepartment of MEF ahLine Ministry/Institutionresponsible for implementing
the Program is required to prepa&&/PB based orGDAP and MAP respectivelyBudget
can be estimated for a range of different timescales. In getierahorter the time scale, the
more detail the budget can be.

GSC is responsible for preparing tBensolidatedAnnual Work Plan and Budgeif the
Program/Project toneet the budget requirement for batle RGC andthe DPs Therefore,
differences in prect budgeting requirement between these stakeholders may arrive from
differences in the reporting cost categories used and different between the time periods
required for budgets and cash forecast.

In case the program has other stakeholder groups, treggets to these groups will depend
on the rule set out in the original project authorization documentation

4.2 BUDGET FORMULATION UNDER D PSFUND

1-Annual Work Plan and Budgetfrom General Departments and Line Ministries

GSC sends a notification letter together with a format GAAHPB to
First Week ofAugust all relevant General Department and Line Ministries (implementin
agencies) to assist them prepare budget for the next financial yed

Coordination groups will prade assistance, if necessary, to
Third Week of August | implementing agencies to ensure tAaYPB is doneproperlyand
provided on time.

AWPBsaresent to GSC with the acknowledgement from the hea
implementing agencies to confirm their approval. Activities in the
First Week of October | AWPB mustbelinkedto CAP/GDAP/ MAPand other
criteria/indicators required by DP

2-ConsolidatedAnnual Work Plan and Budget

With the support from the inharge coordination group, GSall
SecondWeek of review the signedWPB from all implementing agencies to make
October sure that it is reasonatdéd linked withCAP/GDAP/MAPand other
criteria/indicators

Finance Controllewith the support fronBudget Officemwill prepare
Fourth week of Octobel consolidatedAWPB.

Secondwveek of ConsolidatedAWPB is submitted t&SC managememor reviewand
November commenton approval
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3-Approval of Consolidated Annual Work Plan and Budgetand Procurement Plan

Third Week of GSCSubmit aConsolidatedAWPB to the Chairman of the Reform
November Steering Committee for final review and comment.

FourthWeek of Chairman of the Reform Steering CommitéggprovesAWPB.
November

SecondWeek of Approved budget plan and proeuanent plan arpromptly
December disseminated teelevant implementing agencies.

4.3 BUDGET FORMULATION UNDER RGC FUND

I n order to get t he RGa@&hedundsfronidevelopmecParmers i b ut
for the PFMRPimplementation, GSC has to follow circulation on the preparation of budget
strategic plan issued by MEF each year with specific time frame and templatgsated in

the Law of Public Finance System (May 2008), Article 39, the kudalendar has three
phases:

1-Preparation of Budget Strategic PlanBSP (March to May)

_ MEF prepares medium term macroeconomic framework and pub
First Week of March | finance policy for the approval of RGC.

MEF issues the BSRircular to ministries, institutions, similar publi
First Week of April entities and suiational administrations, giving instructions for
preparation of the BSP, including standard forms to be submitted

May 15 Deadline for the submission of BSP by ministries, etc. to MEF

2-Preparation of Budget Linkage (June to September)

MEF issues the Annual Budget Circular to ministries, institutions,
similar public entities and sufmational administrations, giving
instructions for preparation of the Buddrackage, including standal
forms to be submitted.

Deadline for the submission of Budddckages by ministries, etc. t

First Week of June

July 15 MEE

Discussion and defense of budgets between MEF and ministers,
August of institutions and similar public entitiesd governors of all provinces

and cities.

MEF finalizes revenue and expenditure budget and prepares dra
September Financial Law.

3-Budget Approval-Approval of the Financial Law (October to December)

MEF sends draft Financiabhw to Council of Ministers for review and

First Week of October

approval.
First Week of Financial Law sent to National Assembly for adoption.
November

Financial Law sent to Senate for adoption and final approval by the

First Week of Decembe King before December 25.

4.4 BUDGET MONITORING

Approved budget figures must be entered into main expenditure account code of the chart of accounts.
The total of all individual budgets entered into main accounts must equal the total budget approved for
the financial year. Wheneverbaidget revision is approved, the revised figures must be entered into
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the main accounts, simply by replacing the previously entered figures with the revised figures for any
altered account item. A separate file must be kept as an accounting recordbtmigall papers used

as the basis for the accounts entries in order to verify that the entered figures agree with the approved
budget figures.

Budget can be monitored through the use and source offu€@diarterly Interim UnauditeBinancial
Report and(2) Monthly Management AccoufiReport).

Monthly Management Account anQuarterly Interim Unaudited Financial Repoirogress
expenditure will be monitored against the approved annual budgets on a regular basis by comparing
actual expenditure for a given period with their responding budgets. Significant budget variances
(more tharll0%) must be checkednd documented witlustification/explanaon.

A Contract Register is used for monitoring ex
regard to budget monitoring for training courses, workshops and study tours, a detailed budget
monitoring report by each activiproposed by General Departments and LMs deemed necelsary.

GSC Finance Controllerwith assistance from his support staff, will record each payment against
corresponding plannedttivity in the Excel spreadsheet.

When there is a new budget proposalquesting for additional budgethe proposakhould be
additionally approved by Program &hagement on cadw-case basis only unless it is considered
necessary and contributed to the yeegBultindicaor of Consolidated Action Plan and within limited
reserve of annual approved budget pkaor.activities already approved in AWPBete is a flexibility
that Implementing Ayency can spend ovehe budgetup to 2@6 of each authorized activitlyy
allocatingresource$rom otheractivitieswithin the lineagency and therefotbetotal actuabpending
will not significantly different from the totapproved budget

Unused budget is not allowed to carry forward to next year except some committed budget, for
examplegoods and consultant service that areaalyeprocured and completed within the fiscal year.
GSC reserves rights to allocateused budgdab anothedimplementing Agency if necessary to make
sure that program funds are used efficiency, effectively and timely.

In case of expected actualcdster pr ocur ement of goods amaintc onsu
in theapproved budgethe ProcurementGuidelinesfor Goods andhe Selection and Employment of
Consultants shafirevail

4.5 BUDGET REVISION

Each of MEF6s Gener al Depart me MWBBegenydix rhohtks ar e
to ensure that the plans are realistic and supportive to their general departmental action plans. The
review is undertaken at the end of June of each financial§kauld theranychanges in the activities
implementation, a revised budget for the next six months shall be prepared and sent to GSC for
consolidation. Processes and procedures to prepare and approve a revised Consolidated Budget are
similar to those fthe Consolidated AnnudVork Plan andBudget.The work plan anthudget carbe

revised when it is needed.
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4.6 DIAGRAM OF ANNUAL BUDGET AND PROCUREMENT PLAN
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5.1

5.2

5.3

5. FINANCIAL POLICIES AND STANDARDS

FISCAL YEAR AND REPORTING PERIOD

The Programdés financi al year is from Janu
financial year,which is divided into 1Zmonth ficalendaryea® accounting periodrom

January to DecemberThe monthly financialand quarterlyrepors are subjected for
management purposaad available for DPs

The Program produces quarterly Financial Reports based on agreed ifahicatedin the
Grant Agreemenand the Project Appraisal Document i f i t The reporeshauld bee d
prepared throughout the life of project within 45 days after the end lofoeecter.

BASIC OF ACCOUNTING AND ACCOUNTING STANDARDS

The Programwilu s e t he gover nme withinedifiedrsegment tonieetthe c o u
progr amods ,whelyis hased ofrdennational PubliSector Accounting Standard
(IPSAS) for budgeting, accounting and reporting. It assumes that where supplementary
records of assets are kept, these are shown at cost and no depreciation is applied. However,
fixed assets are recorded in supplementary financial records and disclosed in a separated
reporfspreadsheet

The Programo6s fwilliepnepared by thBnanae team ef thprgect and it
shouldreflect receipts, payment (by disbursement categodeyponents and fund balance

for the current reporting period and for cumulatpariod from the commencement of the
project. On this basis, receipts of fund are recognized when received rather when earned, and
disbursements of fund, except for the advances for program activities, are recognized when
paid rather when incurred.

CURRENCY OF RECORDING AND REPORTING

Project financiatlransactionsa ¢ ¢ o u rrécordaagmareporshall bemaintairedin Khmer

Riel and therefore transactions in US Dollar or currencies other than Khmer Riel will be
converted into Khmer Rialsing prevding exchange rate issued by the National Bank of
Cambodia (NBC)Ot her exchange rate with certified
appropriated and not much different from NBC rate.

In view thatPFMRP has received fund from various donors in various currency toward the
cost of particular project implementaticas a flexible mannefinancial transaction can be
record and report in US Dollar to meet specific requirement of the donors.
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6.1

6.2

6. INTERNAL CONTROL

OVERVIEW

Internal control comprises all the policies and procedures adopted by manageRtfeviRi?

to assist in achieving orderly efficient, and effective implementation of the program,
compliance with government and donor pokcind rules, safeguardirg project assets,
financial resources, complete and reliable processipgyments/transactiongecording and
reporting of financial transactions and events, timely issue of financial management reports
for monitoring and margement decision making, and the detection of fraud and error.

RESPONSIBILITY FOR INTERNAL CONTROL

Financial control consists of measures adopted by management to pratexafeguards
assets and to ensure the accuracy and reliability of its accounting records and financial reports.
Key internal controls to be implemented ByMRPare:

Competent and Reliable Personnel

The internal control system relies bonesy of staff members who are engaged with the
project Personnel should be adequately trained and properly supervised to enable them to
carry out their duties and responsibilities effectiv@yaff members should participate in
strengtheimg the internal contriosystems.

Segregationof Functional Responsibilities

There should be clear understanding as to who will approve, what is to be appral/éue
limitations of authorisatiorA person should not have complete control of a transaction from
beginning toend.The approving officers should not have responsibilitypasting entries to

the general ledger or the ability to change accounting records. Therelsh@utdear separation

of roles of the requestor, receiver, and approver for all transaction

Assignment of Responsibility for Every Function

Employee responsibilities should be clearly defined to avoid overlapping or unassigned areas
of responsibility. GSC has set up OrganizagioGhart as shown ifrigure 1 above for
determinng a clear functioal responsibility. Detail of personnel duty and responsibility are
outlined separately in contract/employment agreement.

Separation of Custodianship and Accounting

The accounting function should be separated from the custody of assets (e.g, an employee
who is entrusted to receive cash should not have access to the cash journal or ledgers).

Security Measures

Controls should be i nsti tandenslre telmblepaccounteg t t
data and reportsSuitable means of protection includirstorage assets in secure areas,
maintenance of detailed asset records, controls over issuance, transfers, periodic physical

verification counts and insurance.
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6.3

Supervision

Internal regulations should include the supervision of staffekample, the supervision by
Head ofAdmin, Finance and M&Bver the process of preparing and recording of transactions
made byfinance staffand the pregration of financial statements

Regular Internal Review

The Program should regularly conduct intrreviews and evaluate the systems of internal
controls to determine whether they are functioning effectively as planned. For example
surprise cash count should be regularly performed to detect misappropriation of cash.

Control of Transactions

Every transaction should be authorized, approved, executed and recorded according to
prescribed procedures. For example, staffs are not allowed to buy anything without the prior
approval of the Programés management.

Serially Pre-numbered Documents

To ensure eampleteness of financial transactions captured in the accounting system, certain
source documents used to originate transactions (Payment Vouchers, Receipt Vouchers, and
Journal Vouchers, must be sequentially-puenbered). All numbers shall be accounted f

and any vouchers incorrectly completed mus:s
monitoring purposes.

Sequencing

The accounting control system is established in such a manner that proper sequencing is
followed in terms of approval before commitment, payments, posting of transactions to the
accounting system. For example, payments should not be made before thergmrilkes

have been received and the quantity and quality of the goods or services have been properly certified.

TRANSACTION PROCESSING CONTROL

Empl oyeesd work is divided so that no one
The table below summarizes the general transaction processing, internal control objectives,
internal control objectives and internal control outcomes.

General Objective Internal Control Outcome

Validity Recorded transactions are valid, eligible, properly docume
conformed to the work plan and budget plahe service/goods
rendered should be from the religblegitimate and physica
existenceprovidergvendirsand a validreceipt will be issued by theg
providergvendorsafter payments have been made.

Completeness All valid transactions are recorded and none omitfdtireceipts
indicated detailed of paygand identity of payees

Authorization Level of approvals are different based on the limited autho
amount in each transaction and conforms to R@nagemen
Decision

Classification Transactions are properly classified in the accounts as pe
approvedCoAsand categories of theqect.

Accounting/Posting Transaction accounting is completeiih clear audit trails

Proper period Transactions are recorded in a timely manner.
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6.4

COMPUTERIZED ACCOUNTING SYSTEM CONTROLS

The Program usescombination of a computeriz&dcounting SysteniSage 50 Accounting)
anda manual system. The systems will provide for and ensure propediegocontro] and
reporting offunds receivedocommitmentsandexpenditure bygovernment chart of account,
categories, components and fgdmponent sources of fundadvances other assetsother
payables andon-expendable equipment

Password Protection

Financial staff has different usetame and passworth order to gain access to the
computerized accounting system.

Accounting Data FileBackups

Conducting regular backups of all accounting data in computers, including the computerized
accounting datal@s, and securing them monthlg theresponsibility ofAccountantandthe
GSCFinance Controller

PFMRP Supplementary Financial Management Manual Pagel4d



7.1

7.2

7.3

7.4

7. FINANCIAL ACCOUNTING SYSTEM

OVERVIEW

The primary object of the financial accounting system is to record in a systematic and
controlled manner the financitnsactions and events of the project and to report financial
information for monitoring andantrolling the project funds and project implementation.

ACCOUNTING SYSTEM

TheiMo di f i ed @ranscial addanting sysiem is made up of the cash, petty cash,
expenditure and advance counts, general ledger and general journal on double entry system.
The program uses a combination of manual Redchtreeomputerized accounting system

for the flow of financial infomation and transaction. The financial accounting system
encompasses

(1) Source documents

(i) Financial subsystems

(i) A general ledger to record all transaction

(iv)  Optional memorandum records

ACCOUNTING PROCESS
The major steps in the accounting process are:

1) Trarsaction processin@pprove and enter transactions

2) Posting to ledgemosing variousransactions from thgource document and record

3) Preparation ofrial balance listing of all debits and credits

4)  Month end adjustmentgo make any adjusting entries

5) Preoaration of an adjusted trial balaricéisting of debits and credits after month end
adjustments

6) Preparation of financial reports and statements

7) Closing entriesclearingof revenue and expense accounts

8) Closing trial balancé ensures that the ledgaccounts remain in balance.

PRIMARY ACCOUNTING RECORDS

There are certain primary accounting records that must be maintained in accounting system.
These are:

1) Cash Receipt Journallpon receiving a notification or credit note/advice, a Cash
Receipt Voucher (RVghould be completed and signed by the Accountdrre should
also be a clear description of what greeyment under theeceipt is for

Dr. Bank Account XXX
Cr. Fund Receipt XXX

In case the transaction relateih commisson or bank chargehe accounting entry is
as the following:

Dr. Bank Account XXX
Dr. Bank Charge XXX
Cr. Fund Receipt XXX
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2) Cash Disbursement Journd&ayment Voucher (PV) is prepared by Accountant for
recording payment from the project bank account while Petty Cash Voucher (PCV) is
prepared by bookkeeper for recording payment under petty cash fund. Both vouchers
are prepared in accordance with limisadhorized amount. They are supported by valid
and original receipts, invoices and related documents.

Accounting entry for Payment Voucher:
Dr. Expenditure Account XXX
Cr. Bank Account XXX

Accounting entry for Petty Cash Voucher:

Dr. Expenditwe Account XXX

Cr. Petty Cash XXX
Accounting entry for Advance Payment:

Dr. Advance Account XXX

Cr. Bank Account/Petty Cash XXX

3) General Journalvhen errors anthistakes in the accounting data &wend,or detected
during dayto-day opeations Journal Voucher (JVis used to correct or adjust those
errors. JV is also used to record raash transactions such as direct depaosttgance
clearancedirect payment, allocation or reclassification of expenses among project
components. In thaccounting software, this is equivalent to General Journal Entry
Window.

4) General LedgerTransaction from cash repeibook, cash disbursement book and
general journal book are posted to relevant ledger accauptsier to ensure that the
financialdata for each month is complete and accuaatieconciled to the supporting
accounting records or manual subsidiary ledgers

7.5 SOURCE DOCUMENTS

The financial transactions are recorded in the financial accounting system from source
documents. Thesgocuments should be standaed and permittedfor proper control such as
authorization of transaction. The prime source documents of the financial accounting system are:

- Official Receipt

- Payment Voucher

- General Journal Voucher

- Cash Advance and Advancée@rance Form
- Purchase Order

Supplementary documents that will support the primary source documents may include:

- ApprovedPurchasd&kequest for petty cash fund
- Bank credit advicé for Bank Receipt Voucher
- Invoice, Statements of Account, Delivery Notéor Payment Voucher

TheFinance Controllereviewsthec o mp |l et eness of Vouchesangs r e
significant transactiorfrom the following subsidiary ledgers and chet¢kem to source
documents to ensure they are correctly classified, coded and.posted
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8.1

8. GENERAL LEDGER SET UP AND MAINTENANCE

STRUCTURE OF CHART OF ACCOUNTS

The chart of accounts is designéd capture, record, and collate data so that financial
information is properly recorded, easily available for managing receipts and paymeists and
able to support management monitoring and decision making. The chart of accounts is also
designed to fulfilthe reporting requirements of theqgram which focusson components,
subcomponents, categories, sasitegories and sources of fundserefore, deriving from

these chart accounts, the Program can customize repooisgh Peachtree Accounting
Systemto meet specific reporting requirement of Development Donors.

TheProgramadopted the GovernmeneW Chart of Accountdaking into consideration that
the program will also need to report to RG@e structure of the chart of accounts is designed
based o Financial Management Manual aRdrkasNo. 189 MEF.BK datedrebruary 22,
2013 The chart of accountsr PFMRPIis presented as follosy

RGC Code DP Code Component DP Code Source of Fund

[

8.2

— 7 T 57

Account Type Cost Category Component Department Source of Fund

DETAIL TO THE CHART OF ACCOUNTS

C Account Type

Current Assets: Bank, Petty Cash, Advance

Non-Current Assets: N/A

Equity

Current Liabilities: N/A

Non-Current Liabilities: N/A

Current Expenses: Consultant, Goollsining, Operating Cost
Revenue

NookrwhE

C Cost Category
1G: Goods
2C: Consultant Services
3T : Training/Workshop
40: Incremental Operating Cost
5S: Supplemerdry Allowance
6F : FMIS

C Component

Policy Group

Revenue Management Group
Budget Formulation Group
Budget Execution Group
General Support Group

Line Ministries

ogahwNRE
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C General Department

Component 1: Policy Group
EP : Geneal Department of Economic Policy & Publiéinance

Component 2: Revenue Management

TD : General Department ofakation

CE : General Department of Custom arnxtcise

NR : General Department of State Property and-NorRevenue

Fl : General Department of Financiadlustry
Component 3: Budget Formulation

BD : General Department ofugiget

LF : General Department &ubNational Administration and Finant

DI : General Department of International Cooperation and Debt |
Component 4: Budget Execution

GP : General department of procurement

NT : General department of national treasury

NA : National Accountingcouncil

Component 5: General Support and Capacity Building Group
Secretariat general

AD : Admin and finance department

PD : Personnel department

LE : Legal affairs department

IT . Information Department

OE : Provincial office of economy arfthance
FM : FMIS Working Group

EF : Economic and Finance Institute

LC . Legal Affair Council

Program Management (GSC)

PP : Policy Group (GSC)

PR : Revenue management (GSC)

PF : Budget formulation (GSC)

PE : Budget executiofGSC)

PS . Innovation, Dissemination and Capacity Building (GSC)
PM : Admin and finance (GSC)

IA : General department of internal audit

Gl : General inspection

Component 6: Line Ministry

Supreme and Independent Institutions

RP : Ministry of Royal Palace
SE . Senate

AS : National Assembly

CcC : Constitutional Council
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SM : Supreme Council of Magistracy

SC : Supreme Court

NE : National Election of Cambodia

AA : National Audit Authority

AU : Anti-Corruption Unit

Economic Service Institutions

AF : Ministry of Agriculture, Forestry and Fisheries

MC : Ministry of Commerce

IN : Ministry of Industry and Handicraft

ME : Ministry of Mines and Energy

RD : Ministry of Rural Development

WR : Ministry of WaterResources and Meteorology

MP : Ministry of Post and Telecommunication

WT : Ministry of Public Works and Transport

TO : Ministry of Tourism

CA : State Secretariat of Civil Airline

LV : Ministry of Labour and Vocational Training

Social Servicdnstitutions

ED : Ministry of Education, Youth and Sport

MH : Ministry of Health

SA : Ministry of Social Affairs, Veterans and Youth Rehabilitation
WA : Ministry of Women Affairs

Cu : Ministry of Culture and Fine Art

CR : Ministry of Cults andReligions

National Defense and Security Institutions

IS : Ministry of Interior (Public Security)

ID : Ministry of Interior (General Administration)

ND : Ministry of National Defense

EN : Ministry of Environment

MJ : Ministry of Justice

AP : Appeal Court

LA : Ministry of Land Management Urban Planning and Construc
Finance, Foreign Affairs and Public Security Institutions

CO : Council of Ministers

MS : Ministry of Public Service

CD : Council for Development of Cambodia

RI : National AssemblySenate Relation and Inspection Ministry
MF : Ministry of Foreign Affairs and International Cooperation
EC : Ministry of Economy and Finance

PL : Ministry of Planning

IF : Ministry of Information

ST : The Securities and ExchanGemmission of Cambodia

C Source ofFund

E : EU Budget Support
M : MDTF

R :RGCFund

U : UNICEF

O : Other
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9. BANK ACCOUNTS

9.1 BANK ACCOUNTS OPERATION

Separate bank accounts are maintained fobDtiedusd called designated accouand for
the RGCCounterpart Fundtalled program/project bank accouiithe Program has been
authorized to maintain and operate a designated bank acaondnproject bank account
denominatedn Khmer Rielor US dollars at the National Bank of Cambodia (NBC) for the
control of fund. The Projectmay alsoopenbank accounat any commercial banfinancial
institutionif the DevelopmenPartnersand the Ministry of Economy and Finance consiter
appropriate Bank accounts must be in the name of pheject, not the Ministry/ertyy or
individual.

The purpose of the separate bank accounts is to facilitate disbursement transaction and proper
control systemPrevailing exchange rate declared by the National Bank of Camblodiisbe
applied for currency conversion

9.2 DESIGNED ACCOUNT (DA)

GrantLoanfrom theDPsmust be held in the desighated accalariominated in Khmer Riel
or US dollars, as defined in the Grant/Loan agreements between the RGC anchiBPs. T
account must be used exclusively for the project expemeditur

Withdrawals from designated account at NBC emeouraged for all amount of transaction,
butnor mal ly for payment of the Projectodos eli
3,000,000Bank cheques made payable a¥Casho are not allowed Paymen for amounts

in excess of what is stipulated @rantLoanagreement cannot beaate from the designated
account and theG@ommitment or Direct Payment procedures must be used in such cases.

9.3 PROJECT BANK ACCOUNTS

Contribution fromthe governmentin cash for project operation is called Counterpart Fund
which will be held in Project Bank Accouat NBC the same aBudget Support received
from DPs.Withdrawals from the Counterparuid and Budget Supporre normally for
paymentequal or above US$750 &HR 3,000,000and the samprocedureto Point 9.2is
applied

9.4 PROCEDURES AND CONTROLS FOR PAYMENT
Screen and review ofnvoices/bills for payments

When original documestare receivedthe accountant should complete a mathematical
accuracy andalidity check of the document as follow:

- An invoice from the supplier in respect of goods or service purchased should be
checked with relevant documents such as contract agreement, acceptance letter,
delivery note, purchase order, reporetc.

- An invoice or request for payment from consultants should be checked to ensure that
the service performed has been satisfied and certifigddignplementing agency in
line with Terns of Reference in the contract agreement.
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Description Status

Valid supplier,contractor and service provider | Accept
Legitimate invoicéreceipts Accept
Identity of payee Accep
Valid and clearcontactaddress on the invoice ai Accept
receipt

Evidence of services/ goods received Accept
Evidence of payers Accept
Handhbill Minimize
Selt-established invoice and receipt Reject

Payment Process

- A Presentation Notéo managementlescribing brief work doneés prepared by
Accountantand Financial Controlleas part ofadministrative process. If payment is
relatedto contract agreement, contract registers are also prepared to control actual
disbursement against contract amount.

- A Payment VouchePV (Form A2) together with Money Transfer Order Oversea
Transfer Order o€ash Order or Cheque is prepared by actamiras part of financial
process. Both PV and Transfer form are prepared in serial number.

- The Presentation Not@\V, Transfer Brm along with supporting documents will be
forwarded tdfinancial controllerfor review and verify. Th&inancial Controllewill
check document to ensuebgibility for payment, completeness of document, account
code, project category, project component, and allocatioresgurcesFinancial
Controllersignsthe PV as evidence of review.

- All above documents will then be submitted to program management for review and
approval. The management will sign on Money Transfer Order or Cash Order or
Cheque, whichever issedbased on the threshold of authorized signatdmegeneral
for routinework flow ondaily basis Money Transfer Order or Cash Order or Cheque
has to be signed by Secretary General (Group A)

9.5 AUTHORIZED SIGNATORIES FOR PROJECT BANK ACCOUNT

The nominationand changes irAuthorized Sigatories for withdrawal of funds from
Designated AccountProject bank accouns subjected for approval from the Chairman of
PFMRSC For current implication hte authorized signatories NBCare:

Bank Account Authorized Signatories Authorization Amount
Group A

- Chairman of PFMRSC
- Secretary General of PFMRSQ Single signature for all amounts.
Designated Account Acting Deputy Secretary
and Project Bank General of PFMRSC

Account

Group B
Double signatures for witlrawal
Deputy Secretary Generals of less than or equal US$50,000 or
PFMRSC KHR 200 million
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9.6

Bank Reconciliations

9.6.1

9.6.2

9.6.3

Overview

Reconciliation of bank accounts is one of the most critical internal control system used
to compare the closing balance per bank acciouhiegeneral ledger in the accounting
system againstthe balanceon the bank statement. The objective of the bank
reconciliation is to ensure that:

- all bank accounts are reconcilemnthly

- all entries in bank statements are recorded in the bank account ledger

- accuracy of data being captured and entered into the ledger

- internal control system is in place for the safeguard of cash holding

- errors in the bank statements or bank account ledger are prafeptisted and
resolved with explanation of the differences

Procedure for Bank Reconciliation

- TheFinance Controlleandthe Accountanshould ensure that bank statements for
the bank accounts are promptly received soon after reomttor no later thah0"
day of the following month.

- After receiving the bak statements from the banks;counting Assistanthould
review those for bank commissions or any other inward remittance or deductions
that have not identifiedlhe Accountanthenupdate the bank account ledger by
preparing the Cash Receipt Voucher/andhe Payment Voucher and/or Journal
Voucher according to procedures of respective transactions.

- After that the Bank Reconciliation Stateménprepared for each bank account
and signed by thAccountantAccounting Assistanbn a monthly basis.

- The AccountantAccounting Assistanwill forward the Bank Reconciliation
Statement, together with original bank staents and a copy of the bank general
ledger account, to theinance Controllefor review. TheFinance Controllewill
ensure that all reconailg items identified in the Bank Reconciliations are
properly explained and investigated.

- Finally, the Bank Reconciliations are approved by@G&C Secretary General

- Monthly Bank accountreconciliation and closing of project accouwftould be
completedl2to 14 days after the end of each month.

Closing of Bank Account

PFMRP must ensure that all outstanding payments to consultaogspliers/
contractors auditor feesand other expensesust be cleared armgkttledwell during
the projectperiod Prior tothe closing the accounta proper reconciliation ahe
project accountsiill be complete and the accounting recortie updatedAll funds
receivedfrom theDPsmust be liquidated and unusbkdlance fom the DA account
should besettled The projectdesgnatedaccountwill be officially closed.
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10. RECEIPTS AND DEBTORS

10.1 OVERVIEW

PFMRPmust implement and maintain proper control over receipts of funds and moneys owed

to the project by debtors. The following types of money may be received by projects.

- Money from the sakof goods or services (e.g. fee for the sale of contract tender
document)

- Repayment of unused advance of project moneys

- Contract securities (e.g. bid securities, performance securities)

- Deposit of loan/credit/grant funds into the Designated Accowmtsdeposit of
counterpart funds into the Project Bank Account

- Bank interest

10.2 KEY INTERNAL CONTROL

10.2.1 General Controls

Adequate segregation of duties can be found in the TOR of each staff
Safeguarding and control of official receipt

Safegarding and proper control of cash and cheques

Adequate management and monitoring against budgets for source of funds.

10.2.2 Processing Controls

- Cash receipts are prepared for fund balance from training/workshop/study
tour/mission, returned by the dmant. They will then be recorded in Cash
Receipt Voucher.

- Fund receipts fronthe DPsthrough withdrawal application for advance and
replenishment to designated accoantl other mean of receipte promptly
recorded in Cash Receipt Vouclgrthe Acountantbased on the advices from
theNBC.

10.2.3 Computerized Accounting System Control

- Safeguarding of the receipting system passwords

- Access to the receipting and posting functions and data is restricted to financial
staff under the control of GSKead of Admin, Finance and M&E

- Provide proper control over the integrity and completeness of the accounting
data of the Program, and progid proper audit trail of accounting entries.

10.3 PROCEDURES

10.3.1 Monies Received by the Project Team

- Issue cash receigorm as shown in Figure 3 for all money receive by the
project team.

- Prepare cash receipt voucher detailing the money tmbked or to be put in
petty cash account.

- Check the bank deposit receipt after banking to confirm its correctness.

- Post each receipt to the project ledger accounts.

- Cash receipt form should be properly filing with the corresponding cash receipt
vouder.
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Figure 3

Ministry of
Loan No.
Project

CASH RECEIPT

Receipt from:

AMNOUNT. e e

AMOUNT IN WOTAS: oo

Description:

RefEIENCE:
Received by, Handled by,

Name and Date Name and Date

10.3.2 Deposits into the Bank Accounts

All monies received for the project must be deposited in the appropriate bank account
within one week after the receipt of the money, except for the proceeds from the sale
of tender/bid documents

Monies received &rm the sale of Tender Documents should be initially deposit into

t h Brojdtt Bank Accout and subsequently transferr
Bank Account No. 00000000133%8r as officially changed and notified by MEF)

with the National Bank of CambaiThe Project Team must submit to MEF a record

of the sale of the bid documents and the deposit of the proceeds from the sale into
the above Government Budget Bank Account.

Duties should be segregated, meaning that the person recording the receipt should
not be the same as the person depositing the cash to the bank account.

In addition,@ her project i ncome/ receipts ratt
into the accoundf theGovernment Budget Bank Account No. 000000001388se
incomescould be fromassale ofdisposal of residual assefsenalty or refundsf

ineligible expenditurestc.
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11. CONTRACT EXPENDITURE ANWNON-CONTRACTEXPENDITURE

11.1 OVERVIEW

Contract and other project expenditures must be in accordance witbRf@nd the
GovernmentProcurement policies and procedures which are set out in the Procurement
Manual. However, angxpenditure relatettaining activitiescan ke referred to sulsection

11.25 below.

A separate detailed contracts register must be maintained for each contract. All important
details pertaining to the contract must be recorded in this register.

The project Accountant/Accounting Assistamider supervision dfinance Controlleshall
maintain and update the contract monitoring register monthly or whenpayment is
processed Updating the contract register will bearried outin consultation with the
Procurement UnitThe contract register would refladetails of each contract and payrtse
made against the contract and the balance on each contract accuratehelg$sevent
possible risks arising from payments witheatid contract over payment to the contractor/
suppliers and consultants, payment made when services did not reelilef, payment
including withholding tax, control of advances, and bank guarantee.

11.2 PROCEDURES

Contracts involve several special features which require specialized financial accounting and
management treatments, these features are:

11.2.1 Bid Security

At the bidding stge of contracting, the program may request bidders to deposit a bid
bond (also called a bid security or bid guarantee deposit) at the tsubroission of

their bids to help ensure only genuine bidders participate in the cdnttdiciy process

and to obtain a commitment from the bidders to the terms of their bid.

The bid security must be recorded in the security registarust be kept in a safe

and secured place to be returned to the bidders after a successful bidder has been
selectedIn case where bid security is forfeited since the bidder refuses to accept
contract award, the forfeited amount is kept by the project and deposited iFRIGC.

cash bid securitythe progranmustdepositthe securityin the designatediccount

and recorded in the Generaldger.

Dr. Designaed Account XXX
Cr. Bid Security XXX

Thereturn of cash bid securityust be recorded in the Contract Security Register
and posted in the General Ledger.

Dr. Bid Security XXX
Cr. Desgnated Account XXX

11.2.2 Performance Security

Treatments of Performance Security are similar to Bid Security. The main diffeaeaces
that it is used after contract is signed to help ensure that the contractor commences the work
under thecontract and returned upon the satisfactory completion of the contract.
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11.2.3 Mobilization Advance Payments

Mobilization advance payment may be made to the contractor or consultant to
provide funds for initial materials, investment, or mobilization. Npndtion
payments are advance payments of contract monies and must be recovered from
future payments to the contractor or consultant based on the terms and condition in
the signed contract agreement. All mobilization advance payments are covered by a
bankguarantee from the recipient.

Withholding of Retention Money

Retention money may be deducted from each payment made to a contractor. The
arrangement should be specified in the conditions of contract and made clear to the
contractor before thenplementation of the contract. Retention money serves as a
guarantee for the satisfactory completion of services or goods provided, and this for
a given period of time after the contract is completed. When this period has expired,
the retention money igeturned to the contractor. The retention money shall be in
the Contract Register of each contractor.

Payment of Retention Money

When the contract has been completed, retention money will still be withheld for a
specified periodWhen this period expigand if the contracted works remain in good
condition (i.e., reflecting the satisfactory provision of goods or civil wortks)
retention money shall be returned to the contractor. The Contractor shall request the
release of retention money and suibthe necessary documents@&sCwho will

check the compliance of the contractor to any defect notification.

11.2.4 Service and Corporate Agreement

Aside from contract payments, there are also payments made for other expenditures
for the projectExamples of such expendituries goods and services undsarvice
agreementind coporateagreemergtincluding drinkingwater, telephondnternet,

hotel venue rental, car wash, translator, travel ageaty Wherninvoicesbills are
receivedrom suppier/service providettheadmin section wilforward invoice/bills

to accounting assistaiatccountant fopaymentprocessThe procedure of payment

from petty cash fund angayment to be madeom project designedccountproject

bank accounmust be folleved decisively

For supporting the operation of PFMRP more efficiency and effectie8C
management to shift a variety of servic
and contractorOther services/goods included in the approved procurenmamttpe

project shall followthe ProcuremenPolicies and Bbcedures which are set out in the
Procurement ManuaBuch arrangementsf service and corporate agreement will
minimize the volume of work in obtaining at three quotations for each activities of
routine tasks such asaining/workshopand routine office supplies and consumable
materials It also supportthe reform operation effectively and timelpd to ensure

that the project funds are used for reform activity purpose

The agreement may havaeyear contract with a service provider or more services
providers outlining theorporateprices for different facilities, goods and services.
The selection of service providers should be competitive and open to all eligible
providers.Below services are required service angpo@ate agreement:
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Fuel supplies
Stationaryand officesupplies
Vehicle repair and maintenance

Car wash

Venue for training and workshop and its accessoriesRefyjesiment, lunch,
catering servicedyackdrop, earphone etc.

Photocopy printing

Translator/interpreter

Travel agencyor air tickets and travel insurance

Health Insurance

And other services which may be considered as service goatai® agrement

Eligible expenses factivities relatd with training and workshops will be specified
separatelyn Section 16.

11.2.5 Administrative and Office Purchases

Expenses foamountunderor equaluUS$ 750 oKHR 3,000,00Qunder Training and
IOC Categorycanbe directly purchased from supplier after getting approval from
GSC management througturchasé&kequest FornjForm C9)

For purchaseover the said amounProcurement Officewill prepare Invitation for
Quotesfor issuing to suppliers. The report of gassing should be documented in
the Analysis of Quotes ReceivéeormC10). Both Invitation for Quotes and Analysis
of Quotes Received are subjected for apprineah GSC Managemen&ee below
simplified procurement method and threshold

Summary Table of Simplified Purchasing Method

Simplified Purchasing method

Purchasing method Paymentmode Threshold Applicable Category
KHR 01 t03,000000
. Petty cash fund IOC | Training
1- Direct purchase ($0-$750)
KHR 3,000,000
2- Three quotationwithout MTO/check 19,999,999 IOC | Training
advertisement ($751-$4,999)
KHR 20,000,000 to
3- Quotation process with MTO/check 60,000,000 IoC Training used
advertisement method #2
($5,000%$15,000)

Over KHR 60,000,000 .
Training used

4- Normal procurement MTO/check I0C method #2
procedures (>15,000)

Note: Once the service agreemeamd corporate agreement has put in plaee]l substitute the above
purchasing methodall project staff of PFNRPare required to use the services/goods of these vendors/
suppliersImplementing General Departments are required to notice GSC in advance before selecting
other services outside the project list of corporate agreement
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Definition

IOC stands for Incmaental Operating Costs, for any expenditure related to
support the operating of project activities.

Training, here, meant for domestic training, workshop and conference, which the
project will need to render the servifgsods such as venue, materials/
egupment, air ticket, translator etc.

If the project wislesto procure services from the training firms, institutions,
NGOs or UN agency, w h i gcamormas proarenmesti d e r
procedure can be applied.

Ineligible expenditures

If it was found by the internal auditors, external auditors oDiRsany fraud

act or misrepresentation of any forms (identified fraud), such payments shall be
promptly refund to th@roject account

In Commonpracticesmisuse of the DSAor local and oerseas travddy Civil
Servants and Contractual staffs, fiiejectconsiders as ineligible expenditures,
and theproject may ask to refund that portion, which is considered to be
ineligible and the prompt refund shall be made into the project account.

Same Risks Conceptualization Related to Soft Expenditures

Table below indicates of commomafid and misrepresentatitgiated taexpenditures
under training workshop@raining category)and petty cash fund expendituyrasd
expenditures under the operaticost category (IOC category)

Risk rating Risk factors

o Inflating budget expenditures (requesting extra days of travel) duri
Substantia preparation of budgets foefined costsctivities

o Requesting budget items that are not approvetidBank (which may
Substantia lead to ineligible expenditures)

_ Perdiems not monitored and as a result the emergence of ghost
Substantial participants irdefined costctivities

_ Calculation errors in estimating petrol costs for provinces, per dien
Substantial and excessive use for fuel allowances

_ Inflating budget for photocopies and handout for participants, and
Substantial excessive payments for refreshment and renting sound systems
Substantial Stztlgnl((erg %elng bought at inflated prices or with shopsghatv e -
Substantial Stationeries and other incremental operating cost items bought wit

project money used for private purposes (pilferages); and

o The production of fake/tampered invoices as supporting
Substantia documentations to increase aitaxpenditures incurred

o Using services of persons fdco
Substantia gains
Substantial Paymenfor nonexisting goods or services and Use of public asset

(project & program assets) for personal purposes
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12. PAYROLL EXPENDITURE

12.1 OVERVIEW

PFMRPmay be required to engage contracted stiadf consultant®ational andnternational
consultants}o support dayto-day operation of theroject In casethe projectneed to pay
performance allowances gwvernment employees engaged in program actiyiti@sust be
based on the appval from the GSC Secretary General

GSC contracted stafare those who enter into contracts withBtVIRPfor a specific period

of time and they are charged with respoitisigs outlined in the Terms of Reference annexed

to each individual contract agreement. They are mainly supgd@SC in program and
project managemeninnual salary increase is based on the provision specified in the contract.
In case there is an alve® of this pay raise in tliecontract an inflation rateand performance
evaluationwill be used to top uonus totheir annual pay raisé&sSC is responsible for
ensuring:

The engagement of employeés properly approved in accordance with pheject
guidelines and there is proper contract documentation supporting the engagement of
project staff;

Salaries, wages and/or allowance are paid from the appropriate funding source;

Proper records of attendance and leave are maintained;

Payroll iformation and authorities are submitted in a timely manner;

Payroll authorities are checked and certified for payment by properly delegated officer
of the project;

Controlled disbursement and acquittal of cash pays and distribution of pay slips/payment
advices to the project staff; and

Timely monitoring of the cost of payroll expenditure compared to project budgets and
annual budgets.

12.2 PROCEDURES

12.2.1 Payroll Payment to GSC Contracted Staff

Every month, any day in the third week of the momtb¢ounting Assistantill
process monthly payroll request througglary Schedul@~ormC11)attached with
thedaily attendant list for all GSC contracted and-oortracted staffind submitted to
GSCmanagement.

TheFinancialControllerwill check the document to ensure proper calculation of the
entire information including gross salary, net salary, tax deduction and advance, if
any and sign on the form as evidenteawiew and verification. The documents will
then be submitted to GSC Secretary Genthralugh Deputy Secretary General and
Head of Admin, Finance and M&tér review and approval.

After getting management approval, Accountant will pregaesentatiomote of

along with Contract Register, Payment Voucher and Money Tra&Gbkek to
transfer cash to individual bank accounts. Payment procedures are similar to the
procedures for withdrawal the fund from designated and project bank accounts.
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12.2.2 Payment to other Contracted Consultants

Other contracted consultants refer to those who provide service to relevant General
Departments/Institutions under particular projedPBMRP

Upon satisfactory delivery of service, consultants will present tihgmices to
relevant institution along with timesheet, work report and related documents for
approvalby properly authorized officer®ocuments will then be sent to GSC for
further process.

Time Sheet/Daily Time Record

A Time Sheet must be used as lgatde basis for the payroll computation, record of
dates, times absences, leave forms are necessary information for payroll
computation.

Payroll Calculation

Calculation of payroll entitlements must be prepared by a person not connected with
the preparaon of the payroll cheque€alculation must be based on the provisions
stipulated in the employment contract.

Payroll/Contract Register

The register should show details of the staff payroll computation with the following
information:

Gross pay
Allowances

Tax deductions
Advances/if any
Other deductions and
Net pay

GSC procurement section will arrange for technical meeting to review international
consultant output within one week after receiving the documents from relevant
institution, if it is requiredby GSC Managementor simple assignmerto be
considered as routing wartechnical meeting is not necessary. Minutes of Meeting
is usually produced by Procurement section as additional document to monitor
consultant output and for submitting to GSC management for approval.

After getting management approval, Accountant withcesgpromptly payment to

the consultant througthe procedures for withdrawal the fund from designated and
project bank accountsr through Direct Payment Process, whichever applicable
Payroll payments are made to the correct person preferably thadwaghbank credit

or in accordance with the bank information specified in the contract agreement.
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13. PETTY CASH

13.1 OVERVIEW

Petty Cash is usednly for minor expenditurgadministrative costsincurred for project
purposes. General approved msgs for the usef petty cashhat is eligible to financmclude:
Small office supplies andtationery
Photocopying and printingartridges

Small repair and maintenano#fice equipment
Small vehicle maintenance

Small communications expendagernet, email, fax/phone bill (not cell card for staff)
Office refreshments, coffee, tea, and drinking water
Travel advancefor staff on duty travel

Ca wash(in case in the provincederry, boat and tollbooth charges

Handouts, photocopy, printingatrel costs, refreshmerits training/workshop will be
budgeted under training package ahduld noexceedhe approved amount

Petty Meals (Lunch and Dinner) for working group expenses,

Other miscellaneous small cash expenses

E R

E

Description/ type of cost

Internal Controls

Supporting document
required

Office general expenses on
administrative expenses,

Pre-approvalfrom the
implementing department
director, and Deputy rector

* Valid receipt from official
vendors/suppliers

Office communication
expenses postage, internet,
email, fax/phone bills but ng
cell card for staff,

Preapprovalfrom the
implementing department
director, and Deputy director

Valid receipt from official
vendors/suppliers

Office refreshments, tea,
coffee and drinking water
and other consumable
materials

Preapprovalfrom the
implementing department
director, and Deputy director

Valid receipt from official
vendors/suppliers

Office small maintenance
and repairing,

Pre-approval from the
implementing depament
director, and Deputy director

Valid receipt from official
vendors/suppliers

Internal meeting expenses,
photocopies, printing
cartridge, book binding

Preapprovalfrom the
implementing department
director, and Deputy director

Valid receipt fromofficial
vendors/suppliers and minute
of meeting, and list
participants

Lunch and Dinner for
PFMWG working group
expenses,

Preapprovalfrom the
implementing department
director, and Deputy director

Valid receipt from official
vendors/suppliers and mites
of meeting, and list
participants

PFM working group meeting
(stationery and handout)

Preapprovalfrom the
implementing department
director, and Deputy director

Valid receipt from official
vendors/suppliers and minute
of meeting, and list
participants

Field monitoring and travel
expenses including travel
costs and DSA

Preapprovalfrom the
implementing department
director, and Deputy director

1 Expense claim form
signed and authorized
Summary activity report
Missionhomination letter

1
|
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1 Mediasubscription Preapprovalfrom the Valid receipt from official
(newspapers, magazine) | implementing department | vendors/suppliers
director, and Deputy director
1 Small vehicle maintenance | Preapprovalfrom the Valid receipt from official
implementing department garage
director, and Deputglirector
9 Office cleaning materials Preapprovalfrom the Valid receipt from official
implementing department | vendors/suppliers
director, and Deputy director
* Valid receipts meant the receipts which are officially and directly issued by the vendors/ suppliers.

Ineligible Expenditures from Petty CashFunds

1 Recurring costs of ead@ntity such as utility costs (water supply and electricity)
1 Projectcannot charge a fixed cost, investment costs to Petty Cash Funds

Scope of Petty Cash Funds for GSC

Petty Cash must be managed by the GSC Deputy Secf@argralwho isin charge of
Admin, Financeand Monitoring and Evaluatio®ectionin accordance with procedures
specified in Section 13.3 below. The maximum petty @Blanceceiling is US$ 3,000 or
KHR 12,000,000wnith a maximum single paymenp to US$ 750 or KHR 3,000,000The
maximum petty cash ceiling for initial advance andirggle transactionthreshold can be
reviseq i f 1 tds r e hpwGSCneadageemendd appr oved

Custodians of petty cash advances arerésponsibility ofAccounting Assistantinder a

regular monitoring ofinance ControllerWhenAccounting Assistanis absencelinance

Controllershould manage a proper transferring of petty cashrasito othedesignated staff
members of GS@s necessary.

Proper measures are implemented to safeguard petty cash advances and there are no mixing
of petty cash advances and personal moneys.

Scope of Petty Cash Funds fomplementing Departments

On approval of the GSAmplementing departments mag authorized to maintain afpy
cash floatof US$ 2000 (KHR 8,000,000 for the purposes of small administrative and
operating expenses related only FRIRMactivities.

The petty cash float is used for making small payment transactions. The maximum payment
for a single transactiois up toUS$500 or KHR 2000,000 Payments aboyeHR 2,000,000
(staring fromKHR 2,000,00) maybe made by cheque directlymendorsupplierthrough GSC

Petty Cash is to be used fyggneral office and consumal@epensesgenerally office support
itemsunder Incremental Operation Cost and meeting/field trip uadm=tegory ofraining
Petty cash payments need to be approved by the Difciepartment, Deputy Dactor or
Designated Senior Officialf the implementing departmerithe petty cash is maintained by
the appointed official at the implementing departmerie Petty Cash is to be kept in the
locked cash box. When not in use, thsithox will be kept in a locked safe.

To have poper segregation of duties between approval of petty cash payments and the
custodianshipf petty cashthe implementing departmemtust assign at least three levet
Department 6s st a¥y tashimanagemeni. Rirgt level is bashiprenhd is
responsible for custodianship of petty cash and accounting records. A cashier should have
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13.2

13.3

some background in accounting and petty cash expense. Second level is reviewing officer
who is responsible for checlg in compliance with financial policy and procedure of using
Petty Cash funds. The third level is approval officer who is responsible for managing Petty
Cash fund and make sure best value of money and money is used for PFM Reform Program
purpose. The appval officer should béhe director of the implementing department.

Details of petty cash transactions are recorded in the petty cash book. The cashier should count
the cash regularly to check that the cash balance matches the petty cashioowial cash

count and reconciliation will be performed at the end of each month. The cashier will count
the petty cash under an observation of the Director of Department, and record this on the petty
cash count sheet. The Cashier will perform a cash reconcilisi@ampare the amount of

cash from the petty cash count with the petty cash book. Any differences must be investigated
and mistakes corrected.

On monthly bas (first week of the followingnonth) the Petty Cash Count Sheet and Petty
Cash Book togetherithh copied supporting documeritsp hot ocopy of t he pe
should be sent to GSC for recording in Peachtree Accounting System.

Petty Cash Voucher and original supporting documents must be keépipkmenting
Department for audit purposé@/hen replenishing Petty Cash fur@@SC Financial Controller
will review onthe replenishment request and copied supporting documents.

KEY INTERNAL CONTROL

1 When in daily use, the petty cash is to be kept in the locked cash book. When not in use,

thecash box will be kept in a locked safe.

Petty cash always keep in the safe and safeguatddxyunting AssistaCashier

Financial Controlleimplementing Department Directorand Accounting Assistarit

Cashiercan have access to passcode of the safe.

Standird approvedorms must be used for petty cash use and management.

Petty cash reconciliation with the petty cash account balance at monthly basis.

Proper segregation of duties between approval of petty cash payments and the

custodianship of petty cash

1 Petty cash will only be reimbursed for expenses where receipts have been obtained or
other acceptable documentation is provided.

1 Irregular spot cash counts of the petty cash float must be carried deindycial
Controlleror Accountan{for GSC) or bythe Director/Deputy Department Direct¢for
Implementing Department)

1 Separate petty cash floats must not be mixed. The cash and documentation must be
maintained separately.

1 Petty cash must be replenished on a monthly basis or when its balance reaiciasia
amount, whatever comes first.

1 Cash is a highly desirable asset and is readily transferable, internal control over cash is
especially important

= =4

EJE

PROCEDURES

13.3.1 Setting up a Petty Cash Advance

- A petty cashadvanceshould be maintained by thAccounting Assistainh
authorized official It is a onetime withdrawal from theoroject bankaccount
Petty Cash Accounts can be set up for any implementing departments to facilitate
the implementation of reform activities under the project with appfowa GSC
Secretary General.
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- Scope for specific additional Petty Cagtvancecan be determined in writing
without the need for amending this manual.

- Petty cash expenditures can be replenidheduently as needed. Treeis no
limitation for a numberof cash float replenishment as long as within the budget
allocation

- Petty cashds actual expenditures shoul
with adequate ansufficientsupporting documents.

- A Petty Cash Book is set wp recordal entries from PCVs and PVs related to the
petty cashiransactionslt is maintained by thA&ccounting Assista€ashiemwho
acts as Petty Cash Custodian.

13.3.2 Using Petty Cash
After receivinga valid and original receipts or invoices or a request for advance or
when the payment on the purchase is on credit comes due, a Petty Cash {Faromer

A7) should be completed and signed byAveounting AssistaCashier

The accounting entry for ggtcash disbursements is:

Dr.  Expenses by category XXX

Cr. Petty cash XXX
(To account for expenses paid by the petty cash fund)

Or

Dr.  Advance account XXX

Cr.  Petty cash XXX

(To pay a cash advance(s) for activity implementation

The Voucher, together with the supporting documents, should be forwarded to the
GSC Financial Controllerfor review. TheFinancial Controlleiuthorized officer
should check that the supporting documents are eligible for payment and all details in
the Voucher are correctly completed for entry in the accounting records, including
account codes. THanancial ControllerAuthorized officershould sign the Voucher as
evidence of reviewThe Voucher should be approved by the GSC Deputy Secretary
GeneralApproval Officer

Upon settlement of claims, the recipient should sign the Voucher as confirmation of
cashreceipt The original receipts or invoices should be stadni[fAID" immediately
by theAccounting Assista€ashierto avoid duplication of payment.

The details will then be entered by thecounting AssistanCashierinto the Petty

Cash Book(Form A5) to indicate the transaction date and a brief descriptioheof t
transaction, the voucher reference number, the amount withdrawn and the balance.
The details of Petty Cash Vouchers will be entered into the computerized accounting
system andtamped "®BSTED' by Accounting Assistance.

Operations of Petty cash fundlude the use of purchase request form, purchase
order, advance request form and expenses.form
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13.3.3 Procedure for Replenishing Petty Cash

When petty cash funds are depletedAkeounting Assistanc&Cashiemwill prepare a
Petty Cash Reconciliation amkeplenishment Reque@torm A8 for approval from

the GSC Secretary Gendtalplementing Department Director For authorized
implementingdepartmentthe approved Petty Cash Reconciliation and Replenishment
Reques{two original copies, one copy keptlatplementingdepartment and another
one kept at GSC3hould be submitted to GSC together with cover letter and copied
supporting documentdetty cash will be replenisheudthin 5 working daysafter
receiving the request

After receiving the requesthe Accountant will prepare a Payment Voudiogether

with Cash Order or Money Transfer Ordar Checkin the name ofAccounting
AssistancéCashierfor the replenishment of petty cash advance to its ceiling and
submits them toFinancial Controllerfor review and signatureln case ofthe
Implementing Department request, GSC Financial Controller will review the
replenishment request and copied supporting documents for making sure it is eligible
experitures andaligned withthe budgetallocation peannuéapproved budget

In case of petty cash replenishmekxdcounting Assistan¢eCashier will casloutfrom
NBC, upon having cash on handGSC issue a cheque or transfer money directly to
the designated officefhe documents are finally submitted to GS€retary General
for approval and signaturéhe accounting entry of withdrawing cash is:

Dr. Petty cash account XXX

Cr. Designated account XXX

(To withdraw cash from the Designated Account for petty cash replenishment)
Thepettycashreceiptshould be put immediately in the respective petty cash box.

The Accounting AssistanCashierwill enter details of the transaction into the Petty
Cash Control Book in the "Debit" column.

13.3.4 Closure of Petty Cash Advance

When a Petty Cash Advance islbager required, then the Petty Cash Advance must
be reconciled, expenditure posted and the balance of funds held repaid into the
appropriated bank account.

The Petty Cash Book Balance must be reconciled to the cash funds and Payment
Vouchers held.
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14. ADVANCES

14.1 OVERVIEW

Cash advances may be made f or AWPBwheleitisrpr a mo s
practical or efficient for payment to be made for expenses by invoice or contract. Advance is
usually used for local/oversea training/ seminar/ workshop and mission to provinces.

Cash advances must be controlled and managédetyinance Controllewith the support
from the AccountantAccounting Assistanb ensure proper acquittal of expenses are incurred
within 15working days after the close of the event for which the advances were given.

14.2 KEY INTERNAL CONTROL

Advance requests must be appd before a cash advance is mahsh advancehave to be
registeedin Advance Control Bookr Advance Registg§FormA12) and reviewed regularly
to monitor advances outstanding in order to enable clearance{ati@gtions

Cash advansanust be ligidated with full original documents supporting expenses incurred
from advances wiih 15 working daysafter completion of the activities. Deviation from this
rule should only be allowed BySC Secretary Generaln being provided with soumdasons

as towhy there should be an exceptidgash advanceshall not begiven to implementing
agencieglue to the fact thdhe previousadvance have not yetlearediquidated.

14.3 PROCEDURES
14.3.1 Payment of Advances

The following procedures apply to advandesttare already approved by Program
management. The detail@dlicy and proceduréor request, approval and advance
for training, workshop, study tour and missaeoutlined in Section 16 of this manual

As a general guide, 100% of the total estimated budget of activities will be given as
an advancéor travelmissionor thetraining activitiesexcluding estimatetudgetfor
service for coporate agreemesgtwhich required direct payment from G&& most

of expenses that have highlume ofcoss. A person who requests for cash advance
should completea Request for Advancé~orm A9) or prepares a request letter
submittedto the GSC Secretary General who will then pass it to the Accountant
through GSC Deputy Secretary Generdflead of Admin, Finance and M&&nd
Financial Controllefor preparing the advance paymehtvance can be withdrawn
from either a program bank account or petty cash depending mytiestedmount
asoutlinedin section 9 and 13espectively

Subject to the completeness and correctness of an advance requested and subject to
compliance with guidelines s&t Section 16the Accountantwill processadvance
paymentwithin 5 working days aftereceivingtherequestThe amount advanaceill

be recordedn the AdvanceControl BookRegisterby the Accountantvhile the
Accounting Assistanwill postthe advance to the Geaétedger using the following

journal entry.

Dr. Program Advance XXX
Cr. Designated Account d?etty Cash XXX
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14.3.2 Liquidation of Advances

The applicanmust completéiquidation of Amount Advance(FormA11) attacled
with receipts, invoices and related documents as mentioned,be&pplicable

Supporting documents for Advance Liquidation

Oversea | Oversea | Local travel |Local Training/

Description Training [Study Tour | Mission Workshops

Mission order/ letter of nominee yes yes yes yes

Domestic travel viséduly signed and

stamp by relevant authoritieshtities) na na yes yes

Minutes offield visit, back to fice
report results of activities, minutes of yes yes yes yes
workshops/ training

yes

A copy of attendance list (if applicable Yes
Hotel receipts/bills yes yes
Air ticket, airport tax receiptyoarding es es
passes and a copydbka y y

. . . yes yes
Invoices/receipts for transportation yes yes (if applicable) (if applicable)
A list of perdiem payments signed by yes yes yes yes

individual

Receiptdor meeting/workshop venue
rental, refreshmerdr snaclk(other yes
receipt of payments)

Other invoices for eligible expenses,

any yes yes yes yes

In case advance is noearedwithin 15 working days a notification/ reminder will
besentto the head of the entitiiroughofficial letter orthrough are-mail from GSC
and requestingo clear withinanother one weekf applicantfailed to comply with
advance clearing procedures, avraglvancewill not be given

Long outstanding advances need to be followedlagelyand if necessarypayroll
deductionwill be appliedup to 70% of the monthly salafyom the staff who
requested for cash advanaetil the full advance amount is recoveffed overdue
exceeding 60 daysThis will apply for national and international consultants.
However, a separate measure will be applied for the Government eniyichthe
case of long outstanding advance will be brought to the attention of the Minister.

The Advance Clearance Formoagether with all supporting documents, should be
sentto the GSCAccountant for review angecorded on a Journal Voucher including
the account codd.he GSCFinancialControllerwill then verify the document and
finally the documenare submitted to th@ SCDeputySecretary Generébr review
andapproval.

If there isa remainingalanceafter the expenditures from the evehe money shall
return to the Accouintg Assistantvho will prepare a receipt fohe unsperamount
Then the money will beeposited in the Program bank account or kept in the petty
cash fund, depending on the amount of money.
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Dr  Bank Account (unspent moneys, if any) Xxxx
Dr  Expenditure XXX
Cr  Program Advances XXX

If actual eligible expenses are in excess of #liwanced amount, a Payment
Voucher/Petty Cash Voucher should be prepared to reimburse the expenses upon
receiving the approval from the Program management.

Dr  Expenditure XXX
Cr  Program Advances XXX
Cr  Bank Account/Petty Cash Account XXX
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15. ASSEB MANAGEMENT

15.1 OVERVIEW

Fixed Assets are assets that are intended for use for longer term period in the operation of
PFMRP. The RGC at present does not define what constitutes a fixed asset. Theoefore
determine a possible way for program implementation until a new modeling/policy is
approvedanypurchased with the value exceed§$500or KHR 2,000,00t nder fi Go 0O «
Cat e gandhasauseful life of more than twelve months are considered as Rissels.

For example, such items include vehicles, computer equipment, furniture, filing cabinets,
cameras etc.

GSC shall ensure thatl equipment purchased under PEMRPmust be used exclusively

for the Progranmo achieve its goals and purpo3ée @uipment shall benaintained ashe

property ofPFMRPunder the custody of GSC, unless there is further arrangeriftet.the

closure of the project, the fixed assell be physically countedverified and updatgin the

asset register. A formal harmmer letterof fixed assetshould bearranged and thigansfer

the ownership of the fixedssets, which were purchased unBEMRPto the Ministry of

Economy and Finance through ti@eneralDepartment of State Property catNonTax

Revenue A copy of the formal letter should be sent toliesforrecord i f i t 6s r ec

15.2 KEY INTERNAL CONTROL

The levels of control siuld be adequate to ensure fhgsical existence and adequacy in the
financial recordsin line with internal control procedures, clear segregation between the
requestor, purchaser, receiver and recorder of d@ssetglace When the request for purchase
of Goods is approvedhe Procurement Officer willprocure assets in accordance with
procuremehmanual.

At the end of each quartehdministrative Officershould submit the Fixed Asset Register
after comparing the total amount of asset vatudeHead of Amin and Finander review,

and then the register shall be forwarded to the GSC Secretasr& for approvalAdmin
Section is also in charge with Fixed Asset Management including maintenance, physical
verification and labeling in order to determine the actual existence and its condition.

GSC shall arrange inventory committee consisting aff tom Administration Section,
Finance SectionGeneral Department ofState Propertyand NonTax Revenueof MEF,
General Secretariat of MEdhd othergelevant agenciefer the arrangement of fixed assets
disposal.

Asset and Inventory Regist@formA18) must be maintained B3FMRPin order to establish
level of control on the movement and disposal of assets. The register must be updated with all
fixed assets additions and disposals.

Purchase of assets und@FMRPshall only be made whethere is approsd AWPB and
procurement plathrough the Procurement Procedure set out in Procurement Msswedl
by theRGCin SubDecree No. 74 ANK.BK dated 22 May 2012
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15.3 PROCEDURES

15.3.1

15.3.2

15.3.3

Certification of Acceptance or Receiving Report

This is used tsignify actual delivery of goods/actual receipt of assets ordered by the
project to the suppliers.

The quantity and condition of goods ordered are being checked to verity that they
are in accordance with the specifications of the goods that were ag@gdnd that

were stipulated in the contract or Purchase Order (where a purchase order system is
in use). The committeewho received the goods or items, after checking all the
requirements and specifications indicated in the contract should affix hagig in

the invoice as evidence of actual receipt.

The committeén charge of fixedssethiandover willbeled by theDeputy Secretary
General who is responsible for administration &indncesection, along with the
participaton from Head of Admin, Finance and M&H-inancial Controller
Representatieefrom General Departmen§pedaalist, Administration Officer, and
technical staff from GSC if any. Aftensumg thatthe goodgurchasedollow the
contract, the procurement staff will prepare thmute of handover and issue the
certificate of acceptance.

Physical Verification of Assets

The Administrative Officer should submit detdl scheduleto GSC Secretary
General fophysical count of all assetising the following procedures:

1 GSC is independery responsible for regular physical checks of all non
expendable property and equipment. TSC representatives anGeneral
Department/LMs (user of equipment) shall be present at the physical check
process.

Physical inspection shall be cardedat least once a year

Theassigned officereho are in charge of the coumill compare the equipment

located in each office with the information in the Regiskey equipment which

is identified agost or damaged or transferrédring the verificion process will

be reported.

1 If any asset is transferred from one user or location to the dtledEquipment
Transfer Form(Form C12)should be prepared and approved.

1 Physical Inspection Report should be produged thensigred by the
desigratedofficer who performs the checkhe report will be submitted to GSC
Management for information aragppro\al.

1 The reportogether with the list of representatives who are involved in physical
inspection processhould be properly documented and retai@g@dSOMEF.

E

Loss or Damage of Assets

When equipments damaged or stolemmplementing Agencieshould report this
immediately to the GSO.he custodian or user of the asset shall sign a regsoviell

thewitnes®s It should be properlgjocumented and retainatt GSC Report on Lost
or Damage of EquipmerfForm C13) should be producettiuding the following

information

1 date and timevhen equipment was lost or damaged
1 name of th&seneraDepartment/LMs which hasustody or control ofhe asset
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the location of thequipment

the equipment shaltle identified bydetail labeling

abrief description of loss or damage, including type of loss, i.e., fire, vandalism,
theft, etc

a report from the police shall be obtained, when and where aggisop

after investigation, in case the asset was stolen on the ground of negligence, the
Department of line agency should refund with the same value of the asset
purchased or replace it with similar asset

= =4 =

= =

15.3.4 Labeling of Fixed Assets

Fixed assets likeomputer, cabinets, tables, equipment and other tangible assets
should be stamped and tagged with asset stickers indicating type of asset, name of
direct users, location of the asset and asset number. The purpose of the tagging
system is to establish idiircation of ownership, determination of location, for asset
control and for proper identification of accountabilities.

15.3.5 Disposal of Fixed Assets

All assets that have been acquitedlerPFMRPremains the property of titFMRP

under the custodyf GSC/MEF. In accordance with established rules of the
Government such assets are to be inventoried and handed over to the State Property
Department within MEF after the end of project implementation.

SincePFMRPis a longterm program, the disposal of assets requires prior approval
from the Chairman of PFMRSC. GSC should establisientory committee
consisting of staff from Administration Section, Finance Secti@eneral
Departmeniof State Property andon-Tax Revenue General Secretariat of MEF
andprocedurdor thearrangement of fixed assets disposal

Office equipment such as desktop computers, laptop computers, printers and
photocopies with the useful life of 5 years or more should be disposed or dielated

fix asset list of the project (handed over to General Departments that are using the
equipment).

AssetsHand-over after the project closing date:After completion of the project, a
proper closure procedushould be ensured to complete as part eftdsks. The
project shallcarry out the physical counts of fixed assets and update the fixed asset
list before assets hand over to become the property of the Ministry/institution. To
have proper closure of the project, the project shall follow the lijuedef the Royal
Government 6s Standard Operating Procedu
SOP).The project assets, which were procured under the grant, will be transferred
Aas t he oftheMiniseyfinstyution. GSC shall preparefficial transfer letter

of asset from the project to become the property of the Ministry/Institution, the letter
should address tGeneral Department of State Property and None Tax RevAnue
copy of thetransfer letter together with thgdated inventory lisshoutl be made
available to the WB for record
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16. POLICY AND PROCEDURE FOR TRAINING AND WORKSHOP

16.1 SHORT TERM OVERSEAS TRAINING /WORKSHOPS/SEMINARS /CONFERENCES

This policy aims at providing general guidelines for short term overseas training activities
underPFMRP Short-term courses are generally for less thathree months. The training
course must support the objective BFMRP. There must be budget availability in the
approvedConsolidatedAnnual Work Plan and Budggtior to implementation.

16.1.1 Types of Short Term Overseas Training Courses/Workshops

There aréawo commortypes of short term overseaaihing or workshopsicluding
Standardize and Customized Courses/Workshops.

Open Access té&tandardized Training Courses/Workshops

These are courses or workshops that are regularly or specifically prepared and
managed by the institutions/universities. Participation fees, if eligible, schedules,
contents and other necessary arrangements are standardized -@efthpee by the
provides and applied to all participants regardless of their orilfjiihgs required tchave

an agreement to confirm the attendance, it should be sigrig8®ywWanagement

Open Access taCustomized Courses/Workshops

Subject to cost of any specific activitjes is necessary to ensure economy,
effectiveness and value for money spent for such training activities. As a general
guide, there must be an approveriget,Terms of Reference or Request for Proposal
and at least three proposals from accredited uniiesrsor institutions should be
obtained for qualification and/or price comparison. In general, there is an agreement
or contract for customized courses/workshops.

Under specific circumstances, a single source selection method can be used for
selection oftraining providers if there is a solid justification and approval from
Program Management

16.1.2 Selection Policy for Overseas Training Courses/Workshops

Selection of staff for overseas training/workshops must meet the following requirements:

GENERAL

1 The selection process shall be transparent and open to all without regand¢p
disability and other factors unrelated to the need for training.

1 The proposed trainees should be in positions and willing to transfer knowledge
related to topics concezd to other colleagues upon return. They should meet the
necessary prerequisite qualifications and experience to absorb the course.

1 Trainees who have attended training courses with a similar content should not be
nominated again for the course.

1 If the required topics of training are considered technical and complicated and
required the selection of specific training institutions or universitg=dection of
trainers should be taken into consideration during the preparation of the annual
procurement plaand budget plan
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Program Implementing Agencies/Departments

1 Program implementing agencies/departments shall profrag@ng course or

workshop along with participant naraed detailed budgéd theGSCfor review.

Detailed budgets should be in accordawté the guidelines set out below.

Topicsfor the proposed training coursestrkshops shall be in line with agreed

PFMRP s  oueg, suppbri skills developmebk directlyrelated to activities

of PFMRPand be in response to an identified skill gapfireg need.

1 Ajustification of a selected topic and institutionumiversity, if required by the
GSC shall be provided to support the proposal.

1 As ageneral guide, the whole selection process for overseas training/sevilinar
takeat leastl5working days If it is required to pay for course fees before course
commencement, the proposal should be subthiwvell in advance.

il
il

General Secretariatof PFMRSC (GSC)

1 If the Consolidated Annual Work Plan and Budgeapproved together with a list
of training/workshopsthere isstill requirement to send ttuetail proposal to the
GSC for additional approval.

1 GSCwill review the training proposab ensure it is in line witRFMRPObjective
within five working days anthenthe proposal will be forwded toGSC Secretary
General for final approval

1 After the proposal is approve@SC Financewill make payment for course fee
arrange cash advances for participaasswell otherelated arrangement

Participantsdo Cancell ation of their Att

1 The assigned participts shall immediately notify GSGn writing before
incurring any costs if they are unable to attend the training/workshop.

1 Apart from urgent or exceptional circumstances, the already assigned participants
shall be liable for all costgicurred upto the date they notify the GS@ writing
if they choose not to attend the training/workshop.

16.1.3 Defined Costs for Short Term Overseas Training Courses/Workshops

The following costsare usually incured for all kinds of overseadraining/
workshogs. These costs will be paid IBFMRP.

Training/ Workshop Fee

This is a fee for running course or wehop which is generally paidirectly to
service providerbeforethe commencement of standardized course/workshap
accordance with the agreementcontract for customized one

Oversea Mission Fees

Referring to Article 1113 of SubDecree No. 216 dated 22 July 2014, oversea
mission fees are determined differently based on the following table and with regard
to the position level or title held.
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Mission Fees/Pax/Day or Night (in KHR)

No. Position Pocket Per Diem (Meal) Accommodation (Hotel)

Money Group 1 Group 2 | Group 3 Group 1 Group 2 | Group 3
1 | CategoryAl | 200, 360, 400,| 480, 1,200 1,600 2, 000
2 | CategoryA2 | 200, 360, 400,| 480, 1,200 1,400 1,600
3 | CategoryB 160, 320, 360, 400, 1,000 1,200 1, 400
4 | CategoryC 120, 280, 320,| 360, 800,[1,0001, 200
5 | CategoryD 100, 240, 280, 320, 680, 880,[1, 080
6 | CategoryE 80,0 240, 280, 320, 600, 800,[1, 000

C Positionby Category

CategoryAl: - Deputy Prime Minister

- Senior Minister, Minister of Ministry and Head Afiency or
Entity, with rank and privilege equal to this position, who
undertakes the mission as the Head of the Delegation.
CategoryA2: - Senior Minister, Minister of Ministry and Head of Agency or Entity
who undertakes the mission as a Member oDilegation.
- Members of the Royal Government and public servants with rank
privilege equal to this position.

Under Secretary of State, Secretary General and Deputy Secretary
General of the Royal Government, Director General, Delegate of the
Royal Government, Governor of the Capital/Provincial Board of
Governors, Members of the Capital/Provincial Council and Public
Servants with rank and privilege equal to this position.
Deputy Secretary General, Deputy Director, General Director of
Department, Deputy Capital/Provincial Governor, Governor of the
Municipal/District/Khan Board of Governors, Members of
Municipal/District/Khan Council and Public Servants with rank and
privilege equal to this position.
Deputy Director of DepartmérOffice Chief, Vice Office Chief, Deputy
Municipal/ District/Khan Governor, Director for Administration at
Capital, Provincial/ District/Khan levels, Member of Commune Council
and Public Servants with rank and Privilege equal to this position.
Public servants and contacted staff at both national anehatibnal
administration levels

CategoryB:

Category C:

Category D:

CategoryE:

C Group of Countries/Location

Group 1:  Countries in Southeast Asia (except Brunei and Singapore) and South Asia

Group 2: Countries in East Asia, Central Asiest Asia, East Europe, South
Europe, Central America and Caribbean, South America, Africa,
Oceania as well as Brunei and Singapore

Group 3:  Countries in West Europe, North Europe, North America and South

Korea, Japan, Russia, Italy, Spain, Portugal, Séditita, Australia
and New Zealand.
C Per-diems(Meal Allowance)
- Perdiemis calculated by multiplying the total number of eligible travel days with
a daily perdiem rateandno invoice or receipt is needed. However, the participant
cannotclamfullpedi em, i nstead the participani
reduced where any meals are provided by the hotels or training venue as follows:
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U Breakfast provided; reduce 20%
U Lunch provided; reduce 30%
U Dinner provided; reduce 30%

For traveland returrday, the Perdiem will be provided0% of the rate regardless
the time of travel.

Departure or return 1-day travel 2-days travel
Departure travel days (outward) | 50% of perdiemrate | 50% of perdiemrate

Return travel days (inward) 50% of perdiemrate | 50%of perdiemrate

For pocket money, full rate will be applied by multiplying the total number of
eligible days including outward and return travel, but should not exceed 10 days.

C Accommodation

(@n

Accommodation s provided for staying irforeign country hosing training
courses or workshop3he hotel roonrateindicated in the table abovs the
maximum ceilingnclusive of any taxes.

The hotel bill is based on the actual receipt/bill issued by the Hotel. The hotel
rate payment is computdy multiplying thenumber ofdays(duration of stay)

The accommodation days are a number of participating days plus one
preparation day. The accommodation allowancetterreturning trip is not
provided regardless of how long participants stay before the course
commencement or after course completion. It is usually one day less than total
eligible per diem daysT he participant is allowed to arrive at the designation one
day earlier before the event/course/workshop started.

Staying with friends or relatives is notmdursable. PFMRRill not provide an
accommodation allowance to participants@se the organizers have included

the cost of accommodation in the course fee. In sucls tas@ccommodation
should be arranged and paid by organizer.

Overseas Travel Insuance

Standard travel insurance is reimbursed based on actual valid travel insurance bill up
to a maximum of USD120 per trip. The training/workshop participants are responsible
for purchasing appropriate travel insurance from registered insurance companies
available in Cambodia. A valid and original receipt is required for reimbursement.

(@n

Transportation and Others Costs

Transportation costs refer to edlasonableostsincurredrelated to traveling and
transportation such as air ticket, airport tax, visg fecal transportation from
hotel to training venues or to field stusiyesand vice versa

Air tickets shall beprovided based on the shortest available roatel the
arrangement can be referred to Article 14 of-Bdoree 216GSCprocurement
staff is responsible for flight arrangemenits accordance with service and
corporate agreement stated in section 11.2.4.

All transportation costs are pdidsedn actual expenses subjedto valid and
original expense documents.

For Cambodian passport holddretrefund of airport tax with $7 in the Phnom
Penh International Airport should be returned to FM Unit asddded with this
trip advance.
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C Ineligible Expenses
- PFMRPwill not provide any personal expenses such as accompanying spouse
and children teleplone expenses, gifts for presenters, costs for transporting
personal belongings to a home country and pastgest
- Any expense$or incidental costgharged in addition tooom ratecosts during
their stay in hotels such as drinks, refreshimet@lephone calls, and other
services are cordered ineligible expenses

C Summary Notes for Overseas fips

Expense category Eligible expenses Trips .c'heclk and SOE documentation
verification
1 Tickets solely issued by
Ensure that the travel travel agent via the mos
1. Air Tickets Shortest available route itinerary is correct and as| direct route.
agreed upon. 1 Submit eticket receipts,
1 boarding passes
9 Original hotel receipts
1 Stay with relative/friend
. ) ) . is not reimbursable
2. Hotel/ Within the applicable | Rejectadditionalexpenses 1 If the accommodation is
Accommodation ceiling rate for personal claim includedin tuition fee
there should be no
additionalcharge
Calculate to reduce the
3. Per Diem/Meal amount if b_reakfast, Calculate to rec_iuce the Pay slip is not required
lunchand dinner amount accordingly
provided forfree.
9 The cost of taxtab
4.. Infout and Wlthln fares for Wllthlr.W city | Based oractualreceipt Based oractualreceipt
city transportation transportation;
9 airport taxi
4. Visa Basedon actual receipt | Based on actual receipt | Based on actual receipt
Based on actual receipi Based on actual receipt, Airport tax refunded is
5. Airport tax terminal | the refund of airport the refund of airport P .
: . subjected for deduction
charge terminal shoulde terminal shoulde automaticall
returredto the project | returnedto the project y
6. Other incidental
cost will not be
covered by the project

16.1.4 Reporting

Upon returning, participants are required to

1 Provide a reporof the training/workshop/seminar/conference/study totars
their own institution and copy to the GS@hich should at least cover (i) key
result / lesson learn; and (ii) conclusion and recommendation

1 Conduct the peer learning by presenting the kndgdeand expénce gained
to otherrelevantstaff

1 Apply lessons learnt in their field of expertise.

16.2 STuDY TOUR

In view of increasing demarfdr international study tours, it is important to have appropriate
policies and procedures in place in orddsegertainthat outcomes of the study tours respond
to the objectiveof PFMRR T h e s t u bugigettstowldrbé glanned and approved in the
Consolidated Annual Work Plan and Budgsebr to implementation.
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16.3

16.2.1

16.2.2

16.2.3

Selection Policy for Study Tour

The policies for a international study touare the same as polices of skierm

overseas training/workshops, exctp following:

1 The Programmplementing agencieshould propose and consult with the host
country that has appropriate experience and skills, for instance, the country
having successful reform experience in presaeed ofreform.

1 GeneraDepartmentgXgencies in cooperation with G3f@ve tocoordinatevith
the host country on logistical arrangements and the study tour agenda.

1 Itis worth noting that not all study tour proposal be approved as there might
be situations wheréhey are not as important as othactivities as well the
budget constia.

Defined Costsfor Study Tour
Arrangement Fees

Some host countries may charge arrangement fees ahdfgie fottheir time spent
onorganizing and hosting study tours. If it is the case, there should be an agreement
on fees and a contract shall figned between the designated senior persaheof

host country and the SC Management

Per-diems, Accommodation, Transportation, and Ineligible Expenses

These points can be referredSection 16.1.3 above

Reporting
See Section 16.1.4.

SHORT TERM LOCAL TRAINING COURSES

This policy aimsto provide general guidelines fdibcal shortiterm training actiities. The
training coursesyorkshops must support the objecivd PFMRP ImplementingAgeng
shouldwell plan theactivitiesin ther AWPB prior to implementation.

16.3.1

16.3.2

Selection Policies for Short Term Local Training Courses

Selection policies for sheterm local training courses are similar to those for short
term overseas training coursasd can beeferred to Section 16.1.2

Defined Costsfor Local Training Courses

Local Training Fee

This isthe fee for runningthe trainingcourse which is generally paid to organizers
beforethe commencement for standardized courses/workshops or in accordance with
the agreement or ctract for customized onelvoices and/or receiptae the source
documents for payment process

Per-diems, Accommodationand Travel Allowances

Perdiems,Accommodatiorand TravelAllowancesareonly providedif the training
courses are conductexlitside one's home town/ city/ province within Cambodia
However, forsometraining courses, refreshment canibeludedin the organizéy s
feebased on contract agreememen though the training courses are conducted inside
one's home town/ city/ prowee within Cambodia
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The kasis for computing padiems,accommodatiorand travelallowances for local
training courses are similar to those for overseas ones, except the daithattzsn
be referredable in Section 16.5.9he allowances, if applictdy shall be paidip to

100%of the totalcost estimatiothroughadvancepayment procedure agscribed in
the Advance Section of this Manual.

16.4 Training and Workshops Conducted by General Departments/IAs

The policy aimsto provide gereral guidelines for organizinggnd conduehg training/
workshop activitiesof ME F @&eneral @2partments, Line Ministries (LMs)nstitutions
underPFMRP. The ludget should be planned in advance and available in the approved
Consolidated Annual Work Plan and Budggbr to implementation.

16.4.1 Policies for Training and Workshops

1 The ProgramImplementing AyenciesGeneral [Rpartments shallinclude
trainingor workshopactivities in their annual work plan. The proposed #ety
should be I inked with GDAP and in |in

1 If the proposed activities are already approved in ANEPB, prior to the
commencement of activities, Implementing Agencies/General Departsiaaits
submit detail plan t&SC Secretarenerafor approval.

1 In case the training/workshop proposals are not part of the appAWedB or
are not in compliance with the costing policy in this manual, it is required
additional approval fron&SC Secretary General.

1 Once the proposal is completelpproved, GSC will process advance payment
based on the request from ImplementirgeAciesGeneral @partments

1 The organizer will then arrange for an invitation letters to be @b target
participants Invitation letters should state clearly pose of the training/
workshopsthe expected qualifications and experience of participants.

16.4.2 Costs Associated with Training/Workshops

Costs associated with training/workshop usually inclugenue, trainer fees,
refreshmeryg, p ar t peediemsaatdormndodatiorcosts transportatiorcosts
training materialsuch as note books, pen, pencils, marker, box fifghatocopies
of handouts, interpretes, earphong, memory stick (for keeping training/workshop
materials)and other related expenses

Per-diems, Accommodation and Travel Allowances

Please refetable in Section 16.5.5.

Trainers6é6 and Resource Speakerso6é Fees
Trainersand Resource Speakeasr e MEF6s or LMsd6 offici.:
They should have high academic qualifications, eelgmces, specific skills and
expertise in particular field related to the evéiittainersor speakerare consultants

other thanGovernment officialsGuidelinesfor the Selection and Employment of
Consultantshould be followed.
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Training/Workshop Venue

Costs of venue may include roaental refreshment, lunch amather related costs
like LCD, backdrop,earphone, boothetc. The cost for room rentalwill not be
providedif the training/workshops to beconducted inside the Ministry/Institution.
If lunch is arranged and included in the training package, a portion of DSA from
the participant will not be deducted.

A meeting packagencluding all or some of services such as meeting room,
refreshmerd, lunch,dinner, accommodation and other related opasgatosts, can

be used only for management retreatreview workshop for the whole Program
when considered necessamhe detailed proposal must be reviewed and approved
by the GSC Secretary General

Training/workshop gnueselectionwill follow the service and aporate agreement
stated in section 11.2frbm available hotelas stated in selection criteria below with
assistance dheorganizeror otherwisat should be approved by MERanagement
asexceptional casé\fter the selection of training/workshop venue, GSC will issue
Purchase Order to selected hotel on behalf of organizer.

It is encouraged to hold all training courses/workshops, especially those organized
by EFI that are usually loagrmones, inside the Ministry/institution. Under specific
circumstances such as meeting room unavailalilityhere existing meeting rooms
arenotfully equippedor have limited facilitiesshortterm workshops can beeld
outside the Ministry/Institutions.

If the training/workshop is held at a hotéhe level of hotel selection is dependent
on the nature of workshop and participation of senior management Mfiriistry/
Institution eithetin Phnom Penh or provinces.

Four Star Hotel |Inside Ministry/
or Lower Institution

Management | Prime Minister, Deputy Prime| Below senior

participation Minister or Senior Minister mi ni ster

Criteria Five Star Hotel

If available

Refreshmentsand Lunch

Refreshmerst and lunch arenormally included inthe venue rental if the
training/workshops are hosted in hotels. HoweNé¢ne training/workshops are held
in the Ministry/Institution the expenses for refreshmerdgnd lunchare paid based
on actual receipts but not exceediKigR 10,000US$ 2.5andKHR 30,000US$ 7.5
per person per time for refreshments and lunch, respectively

Other Related Costs

GSC has contractedrarious suppliers annually throughservice and aporate
agreemersfor the supply of stationarytraining materials(note book, pen, pencil,
marker, box file memory sticketc), interpreteftranslatoy and photocopy service.
GSC will issue Purchase Ordertbeem based orequesbf theorganizer.

In casephotocopyserviceproviderand training material suppli@re notin the list

of corporateagreementfor example training/workshop conduct at the provinke, t
paymenwill be paid based on actual receiptsaddition, Implementing Department

can request the fees for translating technical document (in case the document has not
yet been tnslated) for its own staffithin the applicable rate below.
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Description

Price

Black and white photocopy

Oneside photocopy

70-90 Riel

Two-side photocopy

100-120Riel

Color photocopy

Oneside photocopy

1,5062000 Riel

Two-side photocopy

3,0004000Riel

Document binding, if any

50 pagesl00 pages

2,0003,000Riel

100 page=50 pages

3,0004,000Riel

Document Translation
Text: KhmerEnglish and vice versa
Slide: KhmerEnglish and vice versa
Training Material Package

32,000 Riel/pagedt least 30@vord/page
16,000 Riel/pageXslides/page
10,00620,000 Riel

Should there be any changes in the r@&C will notify the implementing agencies

in writing. If necessary, for example dissemination workshop and training, which
many training materialsare neeckd for distributing to participants, memory stick
may be provided to participants for keeping those matefiiils request of contain

of memory stick shodl be fit with size of documents and reasonable budge

16.4.3 Payment Method

1 Accommodation, pediems and actual transportation costs shall be reimbursed
to participants on the last day of the training/workshop. Payments can be made
directly by GSCor in form of advance payment to the organizdrowill then
pay to participants and subsequently liquidate the advance by submitting all
necessary supportirdpcuments such as attendant list and acknowledgement of
money received with signatures of paigants

1 Payments for lecture feesan be male directly to consultants or contracted
universities/institutions by GSC

1 The cost of venuss paid directly by GS@pon receiving valid invoicesertified
by the organizeafterthe completion of theraining/workshop.

16.4.4 Reporting

Upon completion of the activity, the organizer will repmittheresuls of thetraining
to thar agencywith a copy to GSC for reference and record.

16.4.5 Coordination for Training/Workshop Arrangement

Responsibility
Tasks GSC IAs
1. Workshopl/training proposal preparation Yes
2. Review proposal and obtain an approval Yes
3. Coordinate quotations for venue, if applicable Yes (support)
4. Prepare and send invitation letters to participants Yes
5. Rent @rphoneshealphonesand engage an interpreter Yes
6. Resource speaker/trainers engagement (support) Yes
7. Preparation and photocopy of materials Yes
8. Payment for course fee, if applicable Yes
9. Payment for accommodation, pgiems and transportation Yes (advance request]
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Responsibility
Tasks GSC IAs
10.Payment of fees for resource speakers or trainers Yes (make a request)
11.Payment of cost of training/workshop venue Yes (certify invoice)
12.Workshop/training supplies (upon request by organizer) Yes
13.Refreshment arrangement Yes

16.5 LOCAL MISSION ACTIVITY

The policy aims at providing general guidelines for travel mission activitiése country
underPFMRRP This policy will focus on costs and payment methdte mission activies
shall support the objectiseof PFMRP. The budgetor missions should be included in the
approvedAWPB prior to implementation.

16.5.1 General Policy

The Program Implementing Agencies shaidbpose travel mission activityith
supporting document such as mission ordercastl estimationThe proposathould
be submitted t&SCat leastwo weeks before thactivity date in ordeto facilitate
approvalprocessadvance processdlogistic arrangemerst

16.5.2 Defined Cost for Local Mission

1 Costs associated with locahission includeperdiem, accommodation and
transportation.

1 Perdiem (Meal and Pocket Moneygynd Accommodation ratasnder PFMRP
are determined aKHR 56,000 and KHR 80,000 respectivelyegardless of
position or titleheld Therate is applicable for duty travel outside of oringme
town/city/ province within Cambodi&FMRPwill notify projectimplementing
Agencies|jf there is any change.

1 The Program vehicles can be used for missiorprovinceswith the maximum
degree of efficiencyWh en t he Pr o gre aseddrsirangporftaiion | e s
costwill be paid.If participant chooses their own transportatiwayel costs are
paid or reimbursety the amount provided itable inSection 16.5.5There is
no requirement to submit the actual receipts.

16.5.3 Payment Method

Accommodation, pediens and estimated transportation costs are pgidio 100%

of the total expected cost to participants as an advance payment. The balance will be
paid upon submission of all required documesish as Mission Order, Visa,
Acknowledgemenof Money Received, report, eferoceduretr advance clearance

are described in the Advance Section of this Manual.

16.5.4 Reporting

Upon completion of the activity, thagplicantshould report results found during the
missionand copy to GSC forecord

16.5.5 Domestic Travel, DSA and Accommodation Rate

This will be applied foon duty travel missions such as project monitoring activities,
attending training workshop/ conference, seminar, meeting, and field Mt
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number of days of DSA and accommodation entitlement Taainings and
Workshops aras follows:

(a) For participants from outside home provineecommodation is paid for the

numker of days of training plus oredditional night because they came earlier

one day before the event.
(b) Trainers/ facilitators or logistic organizer will be paideadditional DSArate

i f 1t 6s amamgpmentt e d

for

(c) No deduction of any portion of DSA from thmarticipants incase meal are
provided bythe organizeand/or included in participant accommodation.
(d) Local Transportation could be referred to Appendix D of this manual.

(e) The table below summarized the Local DSA Rate.

Description

Time at the destination

Morning

Afternoon

Remarks

Departure
(outward)

KHR 136000day
or $34/dayAMP)

Riel 136000/day
or $34/day(AMP)

Eithertravelerarrive sthe
destination in the morning/
afternoon, he/she will
receive a full day rate of
DSA.

Return(inward)

Riel 56000dayor
$14/day(MP)

Riel 56000/dayor
$14/day(MP)

Eithertravelerreturnsin the
morning/ afternoon;
he/she will receive only
meal + pocket money

Note A Single DSA rate is comprised of KHR 80,000 for accommodation (A), KHR 40
for meals (M) and KHR 16,000 fqrocket expenses (P).
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17.1

17.2

17.3

17. GRANT WITHDRAWALS

Overview

Loan/Credit/Grant Withdrawal (Disbursememéfers to the withdrawal of funds to meet
project expenditure. Disbursement of ttean/Credit/Grant Funds maybe by:

Reimbursement

Advance tdDesignated Account

Direct Payment

Special Commitment

FACE Form (for UNICEF Financial Support)

— —) — — —)

The guideline descrilsethe above disbursement methods presents separateBraint
Agreementvhich may be revised from time to time based on mutual agredrdergenthe
RGC andheDPs At the early commencement of each project undeP#HdRP, respective
DP mayprovide training tothe project staff and the staff of the FM umiit the policies and
procedures odisbursement and financial management.

Since so far there is no harmonized approach for Loan/Credit/Grant Withdrawal, GSC is
responsible for preparing and submitting withdrawal applications or other form of grant
withdrawal to DPs based on the required format and procedures.

Key Internal Controls

GSC is responsible for ensuring that authorized signatories for the process of fund withdrawal
submitted tahe DPswell in advancebeforefiling the recordof the withdrawal application.
Subsequently GSC should ensure these authasigedtures are maintained andtoglated

as required.

Fund may only be withdrawn from the grant for eligible expenditwiggn specified limit
and timeframef the projectThe withdrawal policies and proceduaggeneally specified
in the loan/crei/grant agreements.

GSC should reconcile disbursement amounts on the statement of loan/credit/grant
disbursements for the project accowithen an application for withdrawals used as a
method for grant withdrawasuch withdrawashall be stamped wit reieived or paidand

the said withdrawal applicatioshall be updateoh the Withdrawal Application Registéor
monitoring purposes

Proceduresof Fund Withdrawal

17.3.1 Designated Account Initial Advance

To get advance to the designasedtount, withdrawal application should be

prepared in accordance with the following instruction:

1 Designated Account for the project must be opened inNBE€ or other
acceptable financial institutions prior to the request for initial advance.

1 The authorized allocation for the advance to the designated accuithiimsthe
limited specified in disbursement lettefhis Advance ceiling can be revised
from time to time based dnll operational of the project activities that required
cash flow ned
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1 Submit the authorized signatories represented the recipient to sign application
for withdrawal and application for special commitmenDPs

1 The maximum amount of the advance (authorized allocation) is specified in the
grant agreements. The maximumamt will be used as a basis for subsequent
replenishmentequest to the designated account

1 The Withdrawal Application Form specified in tigeant agreementsiust be
prepared by theGSC Finance Controlleror Accountantand signed by the
authorized signatg.

1 DPs would themreview the completed forms and procetisbursemenof the
advance to the designated accowihen the process is completed and the
written advice is receivedhe funds shdd be recorded as the following:

Dr. Designated Account XXX
Cr. Loan/Credit/GranAccount XXX

17.3.2 Designated Account Replenishment

1 Frequency ofeplenishment withdrawal applications should be mammonthly
basis orbi-monthly. When the balance of the Designated Account reaches its
minimum level or is dan to 20% of the advance. The minimum amount for
replenishment is at least 20% of the amount advanced.

1 Replenishments may be made using full documentation of expenses incurred or
the Statement of Expenditure (SOE) method. The grant agreements indicate the
types of expenditure for which SOEs may be used and where appropriate, the
contract value below which SOEs are to be used for selected activities. Under
SOEs methodGSCretairs all supporting documents including contracts and
procurement documentationnd evidence of payment iGSC Office for
examination by independent auditors @an®s i f 1.t s required

1 The GSCFinance Controlleor Accountantcompletes a Designated Account
Withdrawal Applicationattached with the following documeritsbe approved
by GSC Secretary General

U Summary Sheets and or SOEs

U Bank Statements

U Designated Account Reconciliation Statement
0 Withdrawal Application Tracking Form

U Other supporting documents

1 DPs would thenreview withdrawal application and adequate supporting
documents antelease the fundtthite Pr oj ect 6 s DWhentigenat e«
process is completed and theedit advice is received, the funds should be
recorded as the following:

Dr. Designated Account XXX
Cr. Loan/Credit/GranAccount XXX

17.3.3 Reimbursement of Expenses Incurred

1 Reimbursement is talaim for eligible expenditures pifenanced by the
Government or other sources of fund.

1 Reimbursement claimed under SOEs is for payments against contracts for the
supply of goods and services that are subjectpddbreview by th®Ps

1 Reimbursement claimed under SS is for payments against contracts for the
supply of goods and services that are subjected to prior review bPthe

1 The below documents should be prepared by th@ance Controlleror
Accountant anépproved by GSC Secretary General:
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U Withdrawal application form

0 Summary Sheets and or SOEs

U Attached to the above form wigupporting documents such as Contract

Agreement, InvoicéReceipt or PaymenBhysical Progress Reporéte
1 DPs will reviewfor sufficient and adequate supporting documetdpnce the

application have been released, the funds will be creditedhatarojectbank
accountopened at the National Bank of Cambodihen thecredit advice is
received, the receipt of the fundsskd be recorded in the General Ledger and
the WA Register should be updated.

Dr. Expenditure Account XXX
Cr. Loan/Credit/GranAccount XXX

17.3.4 Direct Payment to Supplier and Contractor

1 GSC will requestlirect paymento supplier/consultant/contractor directly from
Loan/Credit/Grant funds when the request for payment exceedo?€f4he
outstanding balance of the designated account of the profgstoutstanding
DA balance can be determined at the time of clainthéf DA balance is
insufficient it would be wise for such payment be made by direct payment.

1 The following documents should be prepared by Fireance Controlleror
Accountant and approved by GSC Secretary General:

U Withdrawal application form

0 Summary Shestand or SOEs

U Attached to the above form wigupporting documents such as Contract
Agreement, InvoicesProgress Report&vidence of Shipment, delivery
note, certificate of acceptanastc

U Performance such as bank guarantee in the case of advance fgaymen
required under the terms of the contract

1 When thepaymentis completed by the DPs anirectly madeto the Supplier/
Contract or 0,sthe belrasdéf tha furd®o should be recorded in the
General Ledger and the WA Register should be updated.

Dr. Expenditure Account XXX
Cr. Loan/Credit/GranAAccount XXX

17.3.5 Recovery of Designated Account Advance

The treatment of recovery of designated account advance may differ between DPs
and is usually provided more detail in disbursement handbook.

As per World Bank Disbursement gjdeling it will apply recovery designated
Accountand it isusually
1 when the undisbursed balance of the Grant is equal to twice the amount of
thedesignated accouatvance; and/or
1 when theprojectis still six months wayto the closing date

For ADB projects, advances are gradually reduced and it is usually:
1 within 1 years before Loan/Grant closing date; and/or
1 when the undisbursed balance, excluding outstanding commitments, is
equal to twice the amount of advamvekichever comefirst.

DPs deducts the amount of expenditures incurred from the outstanding balance of
advances until the Designated Account reaches zero balance.
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17.4 PROCEDURES OF FUND WITHDRAWAL UNDER EU BUDGET SUPPORT

17.4.1 What is Budget Support ?

Budgetsupport is an aid modality, financing a development plan through a transfer of
resources to the partner government national treasurtes.fund transfers are
managed by the recipients following budgetary procedures.

Under the Financing Agreemebetween the European Union and the Kingdom of
Cambodia date@0 June 2016, PFMRW®ould receivebudget support in the amount
of EUR 21 Million for the ongoing implementation of PFMRBtage 3 (201-2020)
with the following objective

- Theoverall objective of the EU support to PFMRP is to enhance domestic revenue
mobilization as well as the effective use of resources and alignment of expenditure
with national priorities to improve
economic growth.

- The specific objective of this Sector Reform Contract (SRC) are to support the
implementation of PFMRP Stage 3 and its enabling environment, through
improvement of (i) institutional capacity to implement reform, (ii) national
statistics, (iii) budget comprehensivenemsd transparency, (iv) polidyased
budgeting, (v) predictability and control in budget execution, (vi) accounting,
recording and reporting, (vii) external scrutiny and audit of the budget, and (viii)
public accountability.

17.4.2 Disbursement Condition of EU Budget Support

Though the management of EU Budget Support is the ownership of RGC, the fund is
only released when agreed conditions are iie¢.chosen performance targets and
indicators to be used for disbursements will apply for the duratioheoptogram.
However, in duly justified circumstances, MEF may submit a request to the EU for the
targets and indicators to be changed. The changes agreed to the targets and indicators
may be authorized by exchange of letters between the two patrties.

In case of a significant deterioration of fundamental values, budget support
disbursements maybe formally suspended, temporarily suspended, reduced or
cancelled, in accordance with the relevant provisions of the financing agreement.

(@) The general conditions fordisbursement of all tranches (eligibility criteria) are:
- Sdisfactory progress in the implementation of the PFMRP (CAP3) and
continued credibility and relevance of that or any successor strategy
- Implementation of a credible stabilitriented macroeconompmlicy
- Satisfactory progress with regard the public availability of timely,
comprehensive and sound budgetary information

(b) The gecific conditions for disbursement that may be used for variable tranches are:
- Improved quality of national statistics
- Improved financial management information systems
- Enhanced adequacy and transparency of fiscal transfers toasabal
administrations
- Enhancement of budget transparency
- Increased result orientation in the budget
- Strengthened effectiveness of internal audit
- Strengthened mobilization of domestic revenue
- Increased transparency of public procurement
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17.4.3 The Release of EU Budget Support

- On the basis of disbursement condition stipulated in the Financing Agreement, the
Ministry of Economy and Finance, with teapport from GSC, will send a formal
request to Europea@ommissiorfor the disbursement of each tranche specified
the Financing Agreememthich is split irio fixed and variable tranches.

(a) Eixed Tranches
E No indicators of performancd=ixed Tranche idisbursed if eligibility
criteria are met

E Disbursements amount are agreed during formulation of budget support
E Fixed Tranche usually amounts up to 50%

(b) Variable Tranches

= Eligibility criteria still apply to Variable Tranche

Variable tranche is assessed atisbursed according to Sector Reform
performance

Indicators of performance are agreed and incorporated in the Performance
Assessment Framework (PAF)

E Variable Tranche disbursement involves attributing a score for each selected
indicator, and themggregating these scores in some manner to determine
the variable tranche disbursement

E Clearly define appropriate timeliness for reporting and disbursement of
variable tranches. Disbursement will tak8 thonths to be processed.

E Paramount to identify Sous of verification and align it to national
reporting.
- The request must include: (i) a full analysis and justification for payment of the
funds, with the required supporting documents attached; (ii) a financial information
form, duly signed, to facilitatthe corresponding payment.

- The budgetary support will be disburskedsed orannual tranches. The budget
support will be untargeted. The crediting of euro transfers disbursed into riels in the
national treasury account, followed a notification of Bank Imiation for transfer
by the PFMRP, will be undertaken at the appropriate exchange rates.

- Upon the receipt of each tranche, PFMRP will issue a letter to confirm the funds
with a copy of credit advice slip and an official exchange rate for EU record.

- Based on estimated budget in AWRESC will process$or the release of fund from
GDNT throughGDICDM who will review the sixmonth budget as a basis for
providinginitial advance to the PFMRP Project Bank Account.

- GSC is then required to submit liquidatioh all expenses incurred through the
replenishment request to GDICDM, similar to the MWBB procedure for the
Designated Account Replenishment.

- All expenditures are subjected to annual audit by Independent Audit Firm recruited
by GDICDM for all external ssisted projected.

e M
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18. FINANCIAL MANAGEMENT REPORTS

181 OVERVIEW

18.2

Financial management reports provide imaottinformation to the Program aagement

and theDPson the progress of the Program implementation and the financial position of the

Program. The GSC is responsible for consolidating’all o g g finamofal transactionand

other financial information from other General Departments and LMs in order to produce
financi al reports for the whole Program.

monthly, quarterly and annually.

All stakeholders use the financial management reports and annual financial statements to

monitor the financial performance of thgogram and to identify issues which require

attention and management action. The annual audited financial statements also provide

assurancéhat the financial resources of the jei are being properly used fitire intended

projectpurposes and are bgin pr oper | vy

FINANCIAL MANAGEMENT REPORTS

18.2.1

18.2.2

Monthly Financial Management Reports

At the end of each montiAccounting Assistant/Accountatan extract financial
information from the computerized accountsygtem and subsidiary ledgers/records
to produce the financial reports for GSC Management as the following.

1 Designated account reconciliation

i Balance Sheet

1 Statement of Sours@nd Uss of Fund by Disbursement Category

1 Statement of Sours@nd Uss of Fundby Project Component

Monthly financial report§Monthly Management Accounshould be prepared and
completed no later than 15 days after the end of each mBmd#ncial reports
classified using expenditul®y categoriesby components and by line departments
under the grant agreements under development paftioetd be submitted to the
GSC Secretary éneral for approval and advice.

Other reports may also be required to monitor compliance with the financial policies
andprocedures of the project. As an example, these may include Advance Control

Book, Payment Register aithdrawal Register.
Quarterly Financial Management Reports

QuarterlyFinancial Reporshould provide useful information to the grant recipient
and ca be also available for DPs. It usually showsarrative and financial
information to establish whether:

9 Funds disbursed to projects are being used for the purposes intended,;

1 Project implementation is on track; and

1 Budgeted costs will not be exceedéflthere is over/ under spent by%,
variances explanation will be required.

1 Quarterly Financial Reporwill be presented at management meeting and
sharing to all pertinereneral @partments/ Units on regular basis
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1 The report willbe disclosed in thproject websitesinceit is nota confidential
document

Quarterly Financial Report Korm B1B5) is a quarterly Financial Management
Reportto be submitted each quarter to the Chairman of the Reform Steering
Committee andotheDPs i f i.tTéesIFRinelgda:i r e d
1 Executive Summary of the Program Progress
1 Project Balance Sheet
a Statement oSources and Uses of Funds by Disbursement Category
a Use of Fund by Project Component
1 Procurement Monitoring Report
a Procurement Monitoring RepdirtGoods
a Procurement Monitoring RepdrtConsultant Services
a Procurement Monitoring RepdrtTraining and Workshops
a Procurement Tracking Form for Goods and Consultant Services

GSC is required to subm@uarterly Financial Repodach quarter of the financial
yea within 45 days after the end of the quarter. Samples of all the above reports are
shown in Annex B of the manual.

18.3 ANNUAL FINANCIAL STATEMENTS

The Program Management with the support fidead of Admin, Finance and M&Ehe

Finance Controlleand Accountant are responsible fpreparingProgramAnnual Financial
StatementThe content and format is as the sam@aarterly Financial Repqgrexcept that
the annual financial statements are cover for the whole financialTgarreportis usually

prepare oncea yearasrequired by the externaluditor.
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19. AUDIT

The projectimplementation financial accountsand statementare subject to review and evaleat
internally by GSC and MEF Management, the internal auditors of \DEfr¢lopment Partnerand
externalauditors.

19.1 [INTERNAL AUDIT

As part of the financial arrangemenand internal control system, thlEF General
Department ofinternal Audit is tasked to periodically audit the implementation and
compliance with financial and operational policies and system GiesleraDepartments and
offices involved in therojectimplementation. This will include checks of internal controls
and verifying a sample of key expenditures. Internal audits are expected to be coodacted
time per yearThe finance unibf GSCwill be responsible to:

1 Provide full ceoperation to the internal auditors, including providing any documents or
information requested

1 Discuss any issues and findings with the internal auditors

1 Implement any agreed recommendations as a matter of priority

Internal audit is a key element of the organizatioimékrnal control system, whicks
independent, objective assuranoe @onsulting activity designed to add value and improve

an organizationds operati ons. ahassu@aices as toh el f
whether internal controls are in place and are working as intended.

As part of the financial arrangeme@SC managemenshouldensure that the program is
internally audited on a regular basis éggaing General Departmendf Internal Audit
(GDIA)of MEF to review tdileasohetongperyeard s oper ati o

After the review, theGDIA will provide findingstecommendations to improvieaternal
control effectiveness and the use of project asséte internal audit findinds
recommendatioand reportsvill be submitted to th€hairman oPFMRSCand will bemade
availabletd Ps i f i é&andusly aftex cponpletion df the audit

The internal audit report can be shared whtinNational Audit Authority (NAA) and external
auditors of the projedas part of the Government procedures

The internal auditors should work closely with the project management team to support and
ensure that projectds operations are carrtri
transparent, fair, cost efficient and effective. The internal auditaidheport to the head of
thePFMRPand GSC Management.

19.2 EXTERNAL AUDIT
Introduction
An annual audit of the prograwill be conducted by an independent aud#elected byMEF
throughGeneral Department of International Cooperation and DisiagementThe audit

will be performed in accordance with international standards on auditing and basesl on
terms of referenceutlined in contract agreement
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Audit contract

The MEF will arrange a centr al tédudtextein@ddo a
assistegrojects. The cost of the audit for tREMRPproject will be separately identified in

the audit contract. The auditor will prepare individual invoices forPBMRP audit; these

will be paid from the project funds.

Preparation

The finance unit should prepare well for the audit, including these steps:

1 Liaise with the auditor to arrange for a schedule to conduct the audit, so that the audit
report can be completed by the deadline

Prepare draft annual financial statements bdfegeudit starts

Obtain the [|ist o f information required
assistance schedul eo) and prepare all th
1 Ensure that all finance staff are aware of the audit and will be availabiey the audit

1 Inform other project staff about the dates of the audit

1 Prepare a room for the audit team to conduct their work

T
T

During the audit

The finance unit will then support the audit to be performed efficiently including these steps:

1 Hold an entrance meeting with the audit team. FRIFVIRP, GSC Secretary General or
his Deputy Secretary Generélead of Admin, Finance and M&HEinance Controller
and Finance team should be invited to attend.

1 The finance unit will support the audit by piding any information requested,
responding to any queries, and explaining processes to the external audit team.

1 Any files and documents given to the auditors must be recorded in the document log book
and checked back in when returned.

1 Eligible expenditues shall be reviewed by auditor and discuss with the project in case
there is ineligible expenditure uncovered by the auditor.

1 After conducting the audit field work, the auditor will be invited to present and discuss
any preliminary findings with thédead of Admin, Finance and M&Eand Finance
Controller

1 After preparing the draft audit report, an exit meeting will be held between the auditor
and thePFMRPteam (includingGSC Secretary General or Deputy Secretary General
and finance teajrio review and disas the audit findings

1 The PFMRP team will write a management response to the audit findings and
recommendations; these will be included in the final audit report.

Audit report

The auditor will issue the final audit report, with:

1 an opinion covering theudited annual financial statements, statements of expenditure
(SOEs), management of designated (bank) account

1 amanagement letter with audit findings, recommendations and management responses

Postaudit

After the audit has been completed, the followiteps will take place:
1 Any recommendations or followp actions should be implemented as a matter of priority.
1 The status of the audit recommendatishall be included ithe quarterly report.
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20. ADMINISTRATION SECTION

20.1 REPAIRS AND MAINTENANCE

1 Most of norexpendable equipment such as computer equipment procuredPiMBIP
has a 1-year warranty and maintenance service contract for parts and services from
suppliers. However, when the warranty and maintenance service contract expires, the
Programwill continue to suclextend maintenance service contract through a competitive
bidding procesfrom interested bidders

1T The cost of the maintenance service cont
Operating Costso category.

1 If some parts requitefor the repairs/maintenance are not covered in the maintenance
service contract, suppliers showddbmit quotation taGSC/MEF. GSC/MEF will review
guotation, and approve if the cost is considered reasonable in line with market prices.

1 Some norexpendald equipments procured through competitive bidding process, and
the successful supplier is the only dealer in Cambodia who imports the particular
products. Spare parts and maintenance services cannot be obtained from other suppliers.
In these cases, the supplier wik invited automatically GSC/MEF to make sure the
Program obtains a reasonable market price from that supplier.

1 Where norexpendable equipment is not covered by maintenance service contract, the
cost of repairs should be considered based on at leastqiésgions comparison for
spare part replacement. However, unavoidable costs such as the service for review and
repair shall be paid to supplier upon agreement by the Program (for example before the
supplier can report on the recommended spare part repatethere is the service for
review/check The service cost shall be reasonable and to be paid to supplier even if the
Program does not agree with quotation on recommended spare part replacement.

20.2 OPERATION OF VEHICLES

There are a number of vehicles BFMRPto facilitate staff travelingo provincesand for

office use. It is the responsibiligSC Administration Unito ensure that they are beinged

properly and are well maintained. The following needs to be coediddren using vehicles.

1 It must be used for officid@FMRPpurposes. It is used for office administrative, missions
to provinces ofseneral @partment, and other authorized activities. Vehicles should be
maintained in good working condition to ensure theximum degree of efficiency and
safety.
Vehicles shall be driven by authorized person(s) holding a valid driving license. It is
recommended that driver and passengers wear seats belts. Drivers must not consume
alcoholic beverages or other intoxicants Ipefoperating a vehicle. They should not drive
if they are taking any medication that may impair their ability to drive. In sumtttery
must comply with the Law on Traffic of Cambodia.

1 Vehicles(purchased under the PFMM&ysigned to General Departmemtisthe implementation
of reform will be under their management responsibility. Maintenance, driver, gasoline and
insurance will be borne by respective GDs. The IT Department will receive incremental operating
cost for the operation and management of vekidVlaintenance, driver, gasoline and insurance
expenses are paid by GSC.

1 Touseof the vehicle, users in the implementing departments or general departments can
submit a request to GSC. Request can be made in the form of a lettenaédna phone
callto GSC a minimum of three days prior to mission. Users are encouraged to plan their
travel as early as possible so that appropriate arrangement for vehicles can be made;
however, it is understood that there may be urgent matter and users may require
immed ate access to vehicles and thus up t
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Since GSCO6s vehicles are used for daily c
Ministries, hencedr the General Departmemsth the assignedehicle(s) from PFMRP
are encouraged toptimal use the vehicle for the purpose of reform activities including
monitoring work andravelingmissionto the provinces.

T The request from those Gener al Depart men
approval is granted on exceptional caselong aghere isa clearjustification on the
assignedehicles cannot be used, for example under repair and maintenance.

20.2.1 Vehicle Log Book and Vehicle Fuel

1 A Vehicle Log Book Form CJ must be kept with the vehicle at all times. It is
the responsibility of the person authorized to drive the vehicle to record the daily
use. The Vehicle Log Book is reviewed Agministrative Officerand approved
by an Authorized Officer on monthly basis.

1 A vehicle log book shall be maintainedimae h pr oj ect 6s vehic
should maintainby recording the kilometer of travel every dgynames of
passenger and destinatiofihis will be applied consistency to all vehicles
regardless of positionifte of the user.

1 Thepersonaluse of the vehicle will be reimbursed to the PFMRP project based
on the distance of thelkimeters used multiplied by $0.2 (for exampl&aaeler
travelled with a range ofotal 20km has to reimburse the project 20 km X
$02/km).

1 The Administrative Officer shall keep the coupons and will supply them to the
drivers when requested. The officer in charge will record the cougmpart of
monitoring purposeso that she/he can later verifyettsuppliers' nvoice
However, wherea coupon is not available for use in the provinces, the
reimbursement of fuel costs can be made to those who travel to the provinces
upon submitting the requefsir approval fromProgram Management

1 A sample of vehicle coupon can be found in Form C2.

20.2.2 Vehicle History Record

Information on average fuel consumption and costs of repairs, maintenance and
service of all vehicles shall be recorded. A Vehicle History Re@aodn C3) should
be prepared and maintained for each vehicle.

20.2.3 Vehicle Maintenance

Vehicles shall be fully maintained and servi¢Btéase note that 03 quotations are
exemped, if the vehicle maintenance at the manufacturgaragée. The suppliers
should be selected to provide service repairs and maintenance for vehicles, when
necessary. Heever, the reimbursement of repair costs can be made to those who
travel to provinces when repairs and maintenance need to be conducted during the
travelwith prior notification toProgram Management.

Whensuchvehicle will need to be repairdthaintenane works)outside of Phnom
Penhfor a mission and was naible to bring to the garage Phnom Penhthe
evidence/ a photo taken can be used as an evidence to claim for reimbursement.
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20.2.4 Accident Reports

An accidentreport with a photograpshould be produced when there is an accident
while traveling. A Vehicle Accident Sheet should be completed and given to the
Administration Officer of GSC. GSC should report the accident to the Chairman of
Reform Steering Committee, if considered necessa@nyvers should be aware of

the procedures to be followed and to obtain information for reporting as stated in the
report. The Accident Report form can be founérarm C4

20.2.5 Vehicle Insurance

All vehicles purchasedshould be insured. The insurance shotdder passenger
accident, third party damage, and liability damage and liability logkis regards,

GSC should arrange for vehicle insurance service provider through bidding process,
using national shopping without advertise if the cost estimatitelsy $25,000.
Vehicle insurance will be charged from Incremental Operating Cost Category.

20.3 PERSONNEL MANAGEMENT
20.3.1 Program Staff

Types of Staff

The Prg e cstafbnsembersvill be composed adboth Governmentivil servantand
consulting staff (contracted personnel)GSC contractingstaff is treated as
consultantsvith the clear duration of assignmghénce the selection procedures set
out in the Procurement Manual should be followed. The Terms of Reference or Job
Description shall be attacheuth the contract which stipulates the provisions of
service. Other terms and conditions for GSC contracting staff are stated in the
Administration section of the Manual.

Probation Period

All new contracting staff has a-rBonth probation period. Contracyj staff
performance will be reviewed after the probation period.€rfusir performance will

be evaluated byheir supervisoimanagerand a decision will be madehether to
continue or terminatéhe serviceA report will be produced and setat the GSC
Manager for approval i f the contractor
the contractorés service performance i
to the Chairman of Reform Steering Committee for contract termination.

Hours of Work

Staff members working for the Program are expected to work eight hours per day,
Monday through Friday. Office hours are generally from 07:30 am to 12:00 pm in
the morning and from 02:00 pm to 05:30 pm in the afternoon. In case, staff needs to
work in additon to these hours they are not entitled to receive-tiwmer pay.

Leave and Holiday
Contracting staff shall have the leave and holiday entitlements of the Government, in
accordance with the labor law.

Termination of Contract

Contract termination procedes are set out in the service contract. In case of
dismissal for improper performance, the contract may be terminated upon written
notice. Upon termination of contract; there are no additional payment entitlements.
Prior to departure, staff should retathGSCequipment and property (8SC
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The termination of the contract for consultant (both national and international) should
be consulted with the World Bank prior to release the perasadon the ground of
dismissal.

20.3.2 Performance Reviews

1 The purpose of the performance reviews for contracting staff is to review and
evaluate their performance against their job descriptions or Terms of Reference
during the period. The performance evaluation are for:

assessing the staff's performance duringé¢hew period;

ensuring that each of the contractstgff arefully qualified to fulfill his or

her dutiegduringthe Programimplementation

identifying the needs for furthidraining, if necessary;

encouragin@ny staff whoare outstanding dakingappropriatecorrectve

actions, to suspend or dismiss any contracting staff who are performing poorly;

review the financial package, if necessary.

1 Performance review will be made when every output is delivered and an invoice
submitted for all consultagcservices. A final performance review at the final
stage of contract completion will also be completed. The evaluation forms can
be foundin Form C5 The review shall be certified by Department/LMs which
is the focal point and responsible for servicevjoied by consultant. The report
should be forwarded to GSC/MEF for final approval and for payment.

1 For contracting staff, the performance review shall be made at the end of contract.
The contracting staff performance ewation form in be found oRormC5.

1 The Procurement Review Committee procedures stated in the procurement
manual of Standard Operating Procedures shall be followed for every contract
extension for contracting staff and consulting services. The review will cover the
performance of lastontract and review of the new financial package.

> > >

20.4 FINANCIAL RECORDSMANAGEMENT

The finance unit will maintain a professional set of filing systems. The features of such a
system include:

1 Allfiles will be clearly labeled

1 Files will be kept in a logicadrder

1 Documents within each file will be kept in a logical order (e.g. numerical order for
vouchers, chronological order for correspondence)

1 Files will contain complete information

1 Confidentiality must be respected

1 Files must be kept securely

The filing system should support the finance unit to carry out their work efficiently, and allow
internal and external auditors and Werld Bank to conduct audits and reviews.wall-
organizediling system, together with the accounting software, wdl pri de an Aaudi
so that financial information in reports can be easily traced back to source documents.

Documents to be kept in the finance filing system include (among others):

1 Vouchers (including payment vouchers, petty cash vouchers, receighers, journal
vouchers) and supporting documents

Bank statements and reconciliations

Correspondence with the NBC and World Bank

Printouts of registers and reconciliations

Copies of contracts

E R
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Annual budgets

Financial reports (IFRs and management accounts)
Withdrawal applications and SOEs

Annual accounts and audit reports

Reference documents

= =4 =4 -8 A

20.4.1 Document Security

All finance files will be kept in the finance office, or in a secure archive-stane.

Files for the current year will be kept in the finance office. Files for the previous year
will be kept in the finance office at least until the annual audit has dmapleted.

Any sensitive or highly confidential files will be kept in locked cabin€iisance will
maintain a logoook for finance files. Any files borrowed from the finance office or
the archive room must be signed out and signed back inwabaim retuned.

20.4.2 Document Retention

The finartial record and filefor the whole lifetime of the project will be keiptthe
depository for 10 years after the closing date of the project (SOP/FMM)

20.5 PROCUREMENT RECORDS M ANAGEMENT

The Procurement Officer isesponsiblefor compiling pre and post contract files of all
procurement exerciseand all other original supporting documeritkese files are a matter
of public record and may be the subject of audiinolgpendent auditsand the World Bank
and must b retained bysSCof MEF for ten yars after the Pject closing date.

20.5.1 Pre-Contract File

The precontract file must contain a copy of the procurement notice as published in
the newspapern copy of bidding documesor request for proposal issueafirms

and copies of the no object®issued by the ProcuremieReview Committee and

the World Bankwhen required.

The precontract file will contain copies of all amendments issued to the bidding
documers, the minutes of bid opening and the evaarateportaccompaniedvith

all the clarificationrequests issued and receivednumes from the Procurement
Review Committeeds r aovobjection issned byahe World u b s
Bank The file must also contain the Summary of Evaluation as pelolisly the

Program Attached to the file should be a copy of all of the bids received including

the winning bid including copies of bid securities when required (the originals must

be returned to the bidders).

Copies of any complaints received and thespmnse must also be included in the
pre-contract file.

20.5.2 Post-Contract File

The posicontract file must contain a copy of the procurement notice as published in

the newspaper copy ofthe bidding documerstor arequest for proposal issued to

firms, a copy of the contract and copies of all contractual correspondence including
consultantsdé reports, shipping document
certificates, taking over and warranty certificates.
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20.5.3 Filling System

The fling systemis a very important part of administration and care should be taken
to handé documents appropriately. Confidential and sensitive documents (i.e
regarding personnel matters, salaries, original legal documehsatuld be locked
in filing cabinets. Itis important to establish a standdiihg system so that
documerg can be easily located. Occasionally, documents should be- cross
referenced (filed in more than one subject or topic) so that they are easily found later.

20.6 OFFICE SUPPLIES AND STATIONERY MANAGEMENT

1 Office supplies and stationery for office administratiorP6MRPis under the custody
of GSOMEF. The suppliers are contracted annually to provide office supplies and
stationery through a competitive bidding process. Office supplies anuhstatiare not
only used atGSCand the IT Department, but also for training/workshops requested by
Department/LMs when required.

1 TheAdministrationof GSCshallbe responsible for safeguardinfjtibe stocks of office
supplies These will comprise mostistationery and other office supplies and should be
kept in a locked cupboard to which access is restricted to the officer responsible for
safekeeping.

1 An Inventory ControlBook (Form C§ shouldbe kept to record all stock movements,
detailing the followindgor each item:

A Stock in: Date of purchase, number of itemgchased and Payment Voucher
Number.

A Stock out: Date of distribution,umberof Items distributed, Name oécipient and
Stock Issue Voucher Number.

A Balance of Stock

1 When stocks are requestedStock Issue VouchdiForm C7 should be prepared and
signed by botloffice responsible for safekeepiagd the recipient of the stock items to
confirm the date and quantity of the stock issue.

1 Atthe end of each quartghe balance for each item in theémtory Control Book should
be agreed to a physical count of the items in stock, conducted by a person independent of
the custody or recording of stock$e date of the count, the results and the name of the
counter should be recorded in the Inventory t@mrBook and this should be approved
on aquarterlyby management.

1 If huge amounts of stationery are delivered from the store and distributed to
Department/LMs, ®istribution Repor{Form C§ should be prepared.
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APPENDIX A ACCOUNTING FORMS

Form No. Description When to Use Remarks
All entries from R/s and CRVs related to the replenishment of DA & It is orinted out as attachment for monthl
Form A1 | Cash BooKCB) from AJV related to advance will be posted to thieaiter they have printec y
reconciliation
been approved.
Form A2 | Paymentoucher(PV) Whenmaking payments from Designated Account and Project Ban| It must be attac_hed Wlth source document such
Account Contract, Receipt, Invoice, Repett.
. Use to recognized fund received frétC,WORLD BANK through , .
FormAS3 Cash Receipt Voucher replenishmentandbalance refunded from Training/orkshop, For recording the am_ounts recentabugh the
(CRV) Missi bank accountransaction
ission
Use to record noenash transaction such as fund received W8@RLD | Supporting documents are based on the type o
Form A4 | Journal Vouche(JV) BANK through Direct Payment, advance liquidatiadjustment entry | operation
All entries from PC\s6 and P\ related to the replenishment of petty | It is also used aa basis for petty cash
Form AS | Petty Cash BookPCB) cash funds are posted in tREB after they have been approved. replenishment and cash count sheet
Cash count sheetistended to record the actual cash in the safe bo] At month end, the bookkeeper should count the
Form A6 | PettyCash Count Sheet | Any difference must be clearly explaindtlis an important part of cash in front of thé&inance Controlleor
internal control system. accountant who acts as an observer.
Petty Cash Voucher For making payment including reimbursement from petty cash accq |, .
Form A7 (PCV) usually for transaction related payment less tiraequalUS$250. Itis preparednd controlledy bookkeeper
Petty Cash Reconciliatiof Balance in petty cash fund almost reaches the minimum amount of It must attached with th&upporting document of
Form A8 | and Replenishment US$200 or 20% ofiotal advance ceilingThis request need approval | Petty Cash Book and all PCV payment that hav
Request from GSC Secretary General. been credited.
Cash advanced for conduct training/workshop / study tours /overse tC(:)og;ngjlreéj arr;d g;zga%i?a%ftgofﬁ;:;%odun tir;
Form A9 | Request for Advance trainings and mission to the provincesGids of MEF and staffs of s prop quItte P d
GSC within a period ofLl5working days after the closg
' of the event.
Form A10 Advance Ledger Journal| When advancesquesis approved by?FM management, Accountant | AJV is prepared alonwith Money Transfer
Voucher(AJV) will arrange cash advance for participangsngAJV. Order/Cash Order/Cheque
Form A1l Liquidation of Amount Use for clearance of all amounts advanegdhe applicant Sup_por.tlngjocuments are required for advance
Advance liquidation
. It is a summary of all advances made and intended to assishtree | It is also updated when the amount advanced is
Form Al12| Advance Register : S
ControllerandAccountant to monitor the advance mounts liquidated.
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: The Contract Register is intended to assisFhance Controlleand It is prepared by Accountant and Procurement
Form Al13| Contract RegisteiCR) X . .
Accountant to monitor the progress of contracts. Officer for internal contropurpose
Form Al4 Contract Progress Paymen{ CPPC is intended to record and verify the progress of service, civil| It is prepared by the consultant or project staff
Certificate(CPPC) works and supply of goods responsible for the contract
Form A15 DisbursemenWithdrawal | To follow up and the process withdrawal application period from gi!ssbﬁrrsneargzgte;nnednihpeog{a?go 8; ﬁrr] O(I:(Srflse::ztion
Tracking Form GSC to MEF Management andWwORLD BANKSs. ) S y P
project activities.
WithdrawalApplication | When an application is made\WW@ORLD BANK for withdrawals in any| The updated status should be aligned with the
Form Al16 . . . . . TR .
Register form, update such withdrawal as received or paid. information in client connection
Form Al7| Security RegistefSR) All _con_tract securlty amounts shpu_ld be recorded in the SR, which Liguidation of security is needed to be updated.
maintained for all kinds of security items.
Asset and Inventory When any item, over the valoé US$200 and the useful life is over Finance section Is r_espon5|ble_z for updatlng AR
Form A18 . . . ) and Admin section is responsible for labeling
Register(AIR) one year, detail should be entered into the Asset Register from PV . :
physical count of fixed asset.
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Form Al

Feconon ™
38 U@ijyUSSeqkladdijlidz6éRIl §2Z])
E2PBRBRIjGZNERijl H B DA e

Cash Book(CB)

Bank Name:
Account No.:
Date | DV/PV Description Check GL Debit | Credit | Balance
No. No. Code
1 2 3 4 5 6 7 8
Balance brought
forward

Balance carried
forward
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Form A2

NyENWw kFEeap

38UmijoUSSedkiladijudzéRl §2)
s BABRIGZhedhili s B D) e
Udgacw3ykqwt

Payment Voucher (PV) Uegacew3ypRvG0001
G2 €z 8/Batel B..ccooooc.......
Check No. [ .,
Bt by dh b
g2 G €z8uft Ut URA| 3€b4d g2Ghyada BO & 3AhSuwdt
No. Description Comporent|  Calegay AIC Code DL/ AL, Db acr.
Uz ¥ otal)
dui
Ref.
Gdyeawyyst ErN 8dUsf ngaddy TUs "Uz2€kqUusf
GhHY2§0qG= 3EDAANk A &ledS2SodR iy ZegaAdYa3yAyndddy ThgeaRT§Z )

3yAyndddyTddi! tyEaS
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Form A3

yeNWw kFeap

38U@ijgUSSedklLaddijlidqzéRIl §2)
s2BRBRIGZhEHijl B R b)) e
Uegacw3yBBmp23G&d
Cash Receipt Voucher (CRV)

U ACW3YBER®W 0001

g
G2€z8YKI Bovrevevren,

BBp2ezéna
KqdmpdBOe&3GEANGELZ ...,
g2G €z8uf g2Ghyda BO & 3AhSuwdt
No. Description AIC Code
DZ/n 3 IF. Db dcr.
Uz yotal)
vuif
Ref.
ErN edbUs ndddy TYst "Uz2EkqUst

GhHY23049 Gz zij 3ePdAAkdéezSSCANdiij e gAYABYEY ndddy T QUERE 2k
3yAyndddyTdadi!tyEed
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Form A4
JyeNW kZFeep
Ny di O3 3nyzaéu3y
3
38UmijYBUSSedklLddijlidz6éRI §7)
s2BRBRIGZhEHijl B R b)) e

UBgacw3ykyy E6N 2
UBgacw3yuBME0001

&g
Journal Voucher (V) j
G2E€z8YKI B

u2G €z8uf Ui URR| 3€Yd v2Ghyaa B & 3AFSudt
No. Description Comporert | Caegay AIC Code
DI n doF Db dcr.

U z ¥ Fotal)
vuiy
Ref.
GdyawyYst ErN edbUs ndddy TYst "Uz2EkqUst
GhHY23049 Gz zij 3¢ePAANkdéezSSCAQYij egAYRABY &Y ndaddy TiQUBRE 2]

3yAyndddyTddi! tyEaS
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Form A5

38UpijBUSSedklLddijuidz6éRI 972
E2PBRBRIjGZNERHiji B B DA e
Petty Cash Book(PCB)

i Petty Cash Petty Cash Debit Ledger
Date | RefNo. Description Balance Debit Credit Account No. | Account No. | Account No. | Account No.
Balance brought forward
Balance carried forward
GdyawyYst ErN edUs ¢ ndddy TYst "Uz2EkqUst
GhHY23§0qG= 3ePAANkdEzSSCANdjij idz6RI yZ)pEgdYa3yAyndddyTlidzéoRI §yZ) t qdept Gzhyvdt T

3yAyndddyTddi!tyEeS
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NyYENW kFeep Form A6
Ny di U3 3nyzaéuly
3

38 UpijoUSSedkladijlidzéRI 92
soPBREBRIiGZheRijlH B D) e
zGt GzUsg€e€dikd3Ged
Petty Cash Count Sheet

No.:
Date:
38U3Ged €z8t U K qdopd
Note Quantity Amount
3Gé&dSy s5 ESkbllarg 8 &
1
2
5
10
20
50
100
KqdompdSyTolal&Shz y €
Cambodian Riel- US$ Equivalent
Total
GdyawyYst ErN edbUs ndddy TYst "Uz2EkqUst
GAnU26046221  36PAAKAE=$SCHR) & CAKAG A 0434y DlaEaOSRUYAL T

3yAyndddyTddi! tyEaS
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Form A7

NyeNW kFeep
Ny di U3 3nyezaeuly
3
38UpijoUSSedkladilidzoRrl 921

s IBABRIGZhedhii s B D) e

Udgacw3ykqwf 3Gedzt NUBE T
Petty Cash Voucher (PCV) §
U

Egacwl3yuRC®W 0001
G2€z8YKI Buervevre,

Bt bydb t.doin,
g2 d €z8uft Ut URh| 3€4( Y2Ghyada B 6 & 3AEhdudt
No. Description Comporert | Categay A/C Code
DI n & Db dcr.
Uz yotal)
Yuif GdéBB@p23Géd
Ref.
ndgddqy Tust Bz?2€kqyst

ErN edbUs

GhHY2309 Gz zij 3ePdAkdéezSSCANdij e EAFRABY &Y ndddy THiodEptREzyAZygadt T
3yAyndddyTdadi!tyEed
Page76
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Form A8

NENW kFeep
Ny di U3 3nyezaeuly
OFECONON\“‘PX\O 3

38UmijoUSSedkiladijudzéRl §2)
s BABRIGZhedhili s B D) e

Petty Cash Reconciliation and Replenishment Request

NO.: s
No. Description Amount (USD)
Petty Cash Balance as at ...........
1
(Attached with Petty CashBook)
2 Claimed as per Petty Cash Book for Replenishment
3 Difference if any
4 Total Petty Cash Advance
5 Reason for amount difference
GdyawyYst ErN edbUs ndddgy TYst "Uz2EkqUst
GhHY23§0q6G= 3ePdAkdéezSSCANdij e AFRABY &Y ndddy THiodEptR3zyAzZygadt T

3y AyndddyTddij! tyEaS
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Form A9

NyeNw kFEeap

OkECONON\"PX\o
38UmijoUSSedkiladijudzéRl §2)
s BABRIGZhedhili s B D) e

REQUEST FOR ADVANCE

Name
Entity
Ref.
Period
ACTIVITIES TO BE IMPL EMENTED EXPECTED OUTPUTS, IF APPLICABLE
BUDGET DESCRIPTION AMOUNT (USS$)

TOTAL AMOUNT REQUESTE D

Remarks, if any:

Gdyeawyyst ErN 8dUsf ngaddy TUs "Uz2€E€kKkqUsf

GhirbagoqGe 3ePaANkAEz $SCHNG b EAYABY EY n dady RGeS FyALY VA -
39AyndadyTadi! t yEeS

PFMRP Supplementary Financial Management Manual Page78



3

386UijuUSSedkladilidzoRrl 921

s BABRIGZhedhili s B D) e

NyeNw kFEeap
Ny U3 3nyeaéu3y

Form A10

Udgacw3ykyyE6NacEy”Yz3EeELA

Advance Ledger Journal Voucher (AJV)

EYHZBEBd

82 G €z8uft g2Ghyada B 6 & 3AEhdudt

No. Description A/C Code DY n dOF Db JcCr.
Uz ¥ Eotal)

vuvi

Ref.

GdyawyYst ErN edbUs ndddy TYst "Uz2EkqUst

GhHYU23§0qG= 3ePdAAkdéezSSCANdiij e gAYABYEY ndddy T QUERE 2k

39AyndadyTadi! tyEeS
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38 UmijgUSSeqdkladdijudzéRl §2)
s IBABRIGZhedhili s B D) e

Liquidation of Amount Advanced

Source: Impress/Petty Cash Date:

Description of Activity:

Form All

Activity Date:

Ref. Date Description

Amount

Total Expenditure

Amount Advanced

Amount Liquidated (Reimbursed/Refunded)

Approval Section

Approved by: GSC Secretary General

Certified by: Head of Amin and Finance

Verified by: Financial Controller

Checked by: Accountant

Reported by Applicant:

PFMRP Supplementary Financial Management Manual

Page80



Form Al2
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Advance Register

Advance Clearance ofAdvance
Date Ref. Description Amount | Expected | Clear Date Ref. | Amount Amount Amount Balance
No. P Advanced Date Date No. | Expensed| Returned| Reimbursed
ErN 8dUsf ngaddy TUs "Uz2€E€kKkqUsf

@)
ol
<
o
1S
)
(e
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Form Al3
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Contract Register

Contractor/Supplier:

Address
ContractNo. and Contract Date: Contract Amourit
Contract StarDate: Contract Completion Date:

General Ledger Account No.:

Referenc Description Invoice? Progress Payments Advanced Retc()err:tlon Posted of
Date No. Amount| Date| Amount| Balancg on Paymen Contract GL Y/N
Total

1 Excluding contingencies

2 Payment request per contractor before deduction for advances and retention
3 Deductions for retentions and advances on progress payment

4 Netpaymentgo contractor
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Contract Payment Certificate

1. Contract Reference No.:

2. Description of Contract:

3. Contractor Name and Address:

4. Description on invoice:

5. Invoice Amount;:

Description Total D P @ertion RGC Portion

Invoice amount
Less: payment of mobilization advanee §6)
Subtotal
Less: retention-{- %)
Less: other deductions-{ %)
Invoice total
Previous invoices on contract
Total payments
Total contract amouht
Contract balance

6. Statement

| verify that the invoice attached to this document, and detailed above, is justifiable and the

Form Al4

amounts noted above are due. The civil works/goods/segsesibed in the contract have been
provided and the progress payment requested by the contradter a this time under the terms

of the contract.

Consultant/Project Staff Finance Controller
Date: ....ccoooevviiiiiiiieeen, Date: ....ccooovvviiiiiiiieee,
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Form Al5

KINGDOM OF CAMBODIA

NATION

RELIGION KING

Ministry of
Loan No.
Project

Payment Tracking: Withdrawal Application

WB Credit/Grant No..

Project Name: Public Financial Management Reform Pragram

Prepared date:

OdaNJjosgay
ul papJlodal {areq) Asuow
3y} paAladal 10joeNuU0D
nuswabeue 108loid

(ereq) :Aouow
3y} paseajal OH - M

(ere@) :gM 01 lUBWINI0pP
loddns juonealed Yoeq
Jussipwabeuey 108lold

(31eq)
‘g/M WoJj uoneolyLe|o
10} 1sanbai ay) paniadal
juswabeuel 109lold

(ereq@) reipoque)d
4M 01 papiwgns
Juswabeue 109loid

(sreq) 43N
wol} fenoidde paniadal
juswabeue 109lold

(ereq)
3 01 slusawnoop uoddns
JuonealLIe|d ay) yoeq
uas Juawabeue|y 103loid

(ereq)
43I\ Wolj uonealLe|d
10} 1sanbai ay) paniadal
juswabeue 103loid

(ereq) :fenoudde
10§ 43N 01 paniwgns
juswabeuey 109lold

(e1@):(IN7) JaISILIA
wolj fenolddy paniadsay
Juswabeuey 109lold

(areq) (W) renosddy
JB]SIUIA Jojpaniugns
juswabeuey 109lold

(SN$) :panzoay
junowy SA palsanbay
unowy sadualajlg

Cc-2

$SN PAAIadaY UNOWY

C-1

$SN) paisanbay unowy

"ON (VM)
uoneoiddy remelpylipn

‘ON

Total

MEF: Ministry of Economy and Finance

Note:

PIU: Project Implementation Unit

LM: Line Ministry
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Form Al6

KINGDOM OF CAMBODIA
NATION RELIGION KING

Ministry of
Loan No.
Project
Withdrawal Application Register
WA Corresponding Category Advice Amount Disbursed (US$)
- " Total Imprest/ | Direct Special ;
Date No. Description Initial Cat. No cat. Cat. No| Amount | Ref. Datel Ref. No| Designateq Paymen{ Commitment Different | Remarks
Advance| No. Fund

Total:

Allocation:

Outstanding Balance:
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Ministry of

Loan No.

Project

KINGDOM OF CAMBODIA
NATION RELIGION KING

Security Register

Form Al7

Category (Civil
Work or Goods
or Consultant
Services)

Security Receiving Liguidated

Name and Address of
Contractor

Description

Type Date |Currency| Amount Date Amount

Balance

Posted to
GL Y/N
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Ministry of

KINGDOM OF CAMBODIA

NATION

Loan No.

Project

Assets and Inventory Register

RELIGION KING

Form Al18

. Description/Specification .
Class of Asset Asset Identity (include serial/model no, Purchase Ref. No. | Quantity| Unit Price| Amount Locatlo_n_ and Remarks
No. - Date Condition
country of origin)
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APPENDIX B: SAMPLE OF FINANCIAL REPORTS

Form No. Description When Use
The report shalbe produced within 45
Form B1 QuarterlyFinancial Report days after the end @achquarter for
management pur pos
information.
Form B2 Project Balance Sheet The report shall be proqlucec! for
monthly and quarterly financial report
Statement of Sources and Uses o The report shall be produced for
Form B3 : : .
Funds by Disbursement monthly and quarterly financial report
Use of funds by Project The report shall be produced for
Form B4 : .
Components monthly and quarterly financial report
Contract Expenditure Report .
Form B5 (goods,consultants, training & The spr?adshee} V‘;'.” be gp}dated ast
FMIS) annex of quarterly financial report.
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Kingdom of Cambodia
Nation Religion King

Ministry of Economy and Finance
Public Financial Managemehltodernization ProjectRFMRP

rrrrr

3

Quarterly Financial Report
1-Executive Summaryof Progress Report

Project Overview

Progress Activities

Component 1.:
Component 2.
Component3:

Component 4.

As of

Variance Analysis by Category Iltems

Form Bl

No.

Expenditure by Category

Period

Budget
(USD)

Actual (USD)

Variance
(USD)

Different
(%)

GoodsFMIS

Consultant Service

Training & Workshop

AIWIN|F

Incremental Operating Cost

Total

Phno

mPenh,....ccccovvvviiii,

Signature
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Agency. Ministry of Economy and Finance

Project Name: Public Financial Management Modernization Prdp&dRP

Gr ant No. : ééeéeéé.

PROJECT BALANCE SHEET

This Quarter

ASSETS

Current Assets
Petty Cash
Designed Account
Advance Payment
Cash Advance
Total Current Assets

Project Expenditure
Civil Works
Goods
Consul tantds Services
Training/Workshops

Incremental Operating Cost
Total Project Expenditure

Total Assets

FINANCING

Received fronDP-Replenishment
Received fronDP-Direct Payment
Received from RGC

Total Financing

Approved by, Verified by,

Secretary General Deputy Secretary General

(USD)

XXX
XXX
XXX
XXX
XXX

XXX
XXX
XXX
XXX
XXX
XXX

XXX

XXX
XXX
XXX

XXX

Checked by,

Form B2

PreviousQuarter

(USD)

XXX
XXX
XXX
XXX
XXX

XXX
XXX
XXX
XXX
XXX
XXX

XXX

XXX
XXX
XXX

XXX

Prepared by,

Head of Admin, Financeand Financial Controller

M&E
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