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THE CONTROL OF PUBLIC EXPENDITURE

Objects of this Document
(1) To set out the methods by which the Legislature makes fwadlatzle to the executive,
(2) To set out the ways in which control is exercised within ased the executive.
(3) To set out the financial duties and responsibilities of public officers.

THE RECURRENT AND CAPITAL BUDGETS

The Annual Estimates are made up of a Recurrent@ gl a Capital Budget to show
separately recurrent revenue and recurrent expenditure from thatital aapount. The
primary object in framing the Estimates in this wayo keep clearly in view the gap or
balance between recurrent revenue and recurrennditpee. By "recurrent revenue" is
meant the level below which the revenue accruinGasernment is not likely to fall unless
there is a major slump or disaster, and theref@etnount which can normally be relied on
year after year. In addition to this solid core ainpanent revenue the Government receives
every year a certain amount of other revenue from a few sourcesacahiobt be regarded as
reliable to finance recurrent expenditure in future yedh® proceeds of oil mining ex-
ploration licences, sale of lands and other capital assets, and so on. Thisvargeaiyg
iIncome is "non-recurrent” or "extraordinary” revenue. In the sanyeGevernment ex-
penditure can be treated. "Recurrent expendituneludes the cost of Government
services which are an annual commitment recurridgfinitely at whatever level the services
are expanded to and which could only be reducestanfially by retrenchment and disloca-
tion of services to which the public is accustomed. Capital expenditutiee @ther hand, is
non-recurrent expenditure which is designed either to providecesmwihich are new, or to
expand existing services, or to replace physicsdétaswhich become worn out. Since such
expenditure does not generally affect the runningxsting services—i.e., it is not basically
essential to the smooth running of the life of the counitycan be adjusted without too
much difficulty to whatever level can be afforded. The obsiuilding a new hospital is an
example of "capital" expenditure, while the cost of running thepital is "recurrent”
expenditure.

2. Although the scale of capital expenditure can be reduced to what cHarded
it is never likely to be nil. Even in times of the mosttadinancial stringency some capital
expenditure would be unavoidable, for example épdacement of essential worn out capital
assets and minor public works.

The Recurrent Budget

3. The Recurrent Budget therefore is framed as so to eadiallance to be struck be
tween the level of recurrent expenditure and the recurremtuewghich can be relied on to
sustain it. On the revenue side of the Recurrent Budgetafime proceeds of all permanent
taxes, duties, licences, fees, etc., and all sunichvef their nature can be relied on for many
years ahead (e.g. interest on investments, etc.).  Alsméd under appropriate heads are
Overseas Service Aid Scheme receipts and Colonia¢lDpment and Welfaree-
ceipts hi respect of expenditure on C&DW. items in the recurrent budget and the amount
of grantin-aid, if any, required to balance estimated recurrent expenditlfat any time
the Recurrent Budget may balance or show a suguicis surplus Is to be transferred to
the capital budget where it will be shown as a contidsufrom local revenue. On the
expenditure side appear all the charges, under appropriate heads of PersbmaldEits
and Other Charges, which are required to maintain the current levainadupent services
as well as all other constantly recurring charges (e.g. the cost of intetestiaking fund
payments in respect of loans raised by the governmpension etc.) The Service Aid
Scheme contribution to the emoluments of certain officerscisidled under a special
head. Where C.D. & W. funds contribute towards permanent sersice as salaries of
foresters, surveyors, etc., such expenditure is to be showmrpaeate column under the
head in question with a note of the scheme number if a grant hag/diesadapproved.



4. The objective is to clean through the development of the cosimésources, the
deficit on current account as early as possibl€he gap in the recurrent budget should there
fore be reduced annually if thissdttive is to have a reasonable chance of being egaliz

5. Itis important that in each estimates exercise a post mortem should loe thiedd
out-turn of the previous year's budget to determinedbses of any over-or under-estimate
in recurrent revenue or recurrent expenditure. If they wesaalentirely transitory reasons
(e.g. a hurricane would increase expenditure in one year andraffentie) then they may
largely be ignored.  But if the results seem talbe to permanent causes (e.g. the yield from
a particular tax is dropping for some basic econonaisae or a recurrent service is costing
more than it did) (e.g. because of a general salariesamyetc.), or expenditure on a recur
rent service has been over-estimated consistently so that"waseappeared on the recur
rent expenditure side of the Budget, then the position must be corbgateehsures which
will have a permanent effect.  In the first cdbis correction can be achieved by a judicious
economy in the annual expansion of recurrent serviceelisting demands for new or ad
ditional posts and for increases in other charges expueadixcept in special cases or by
slowing down recruitment to the Public Service) ofibgal measures (e.g. the imposition of
additional permanent taxation or the tightening up of any possibledt@ishcollection or
assessment). In the other case, the over-estimated pnowiggi be adjusted and steps
taken to ensure that future over-estimation doé®ocour.

The Capital Budget

6. The Capital Budget is so constructed as to enable the Legislatuteea®dvern
ment to keep a check on the level of capital works whachbe afforded in each year. The
bulk of capital expenditure outside the gramt&id budget is usually drawn from the Gov
ernment's approved Development Plan. The capital budded@s the complete statement
of the year's revenue and expenditure on capital account however firfeddevenue,
grantin-aid, C.D. & W. and loans). The revenue side shows depathe transfer of any
surplus from the recurrent budget, surpluses from previous*jeadgets, loans including
unspent balances, and Colonial Development andak&eHlnd other grants, the sale
of capita! assets, and any gramaid required for capital projects. The expenditure side
includes all capital expenditure whether development or not (Public Work&ourrent
and other non-recurrent items).  Not only is psimri for the replacement of vehicles, office
furniture, equipment, etc. included but also capital experadn development projects
such as new roads, water supplies, clinics, etc.  8pofeexpenditure under each head are
to be shown separately in columns for each of tHheving: Revenue (including grant-
in-aid), loan funds, C.D, & W., and other grants.

CHAPTERII

THE CONTROL OF PUBLIC EXPENDITURE

There are two main aspects of the control of expendifypaldic funds. The first con-
cerns the methods by which such funds are made avaitatiie executive, and the second
concerns the ways in which control is exercised withinama the executive, primarily by
the Ministry of Finance. These two aspects are dealt witierglly in the paragraphs below,
and in more detail in the following chapters.

The Authorization of Expenditure

2. There is a clear division of responsibility beém the Executive on the one hand and
the Legislature on the other. Ultimate control rests with_gslature but the initiation of
policy and the detailed day to day management remain with the Governniehtagts
through the Ministry of Finance. Nevertheless the only aitthfor the expenditure of
public funds is that which is given by the Legislature by the erattof an Ordinance day
resolution for the establishment of a Contingencies Fundmgtite enactment Of a law

under section 58 of the British Honduras Constitutbrdinance [No. 33 of 1963.] The basis
of this system is the approval of the annual Estimates by the Legislatutdsaisdyiven
statutory force by the passing each year of andpjfation Ordinance in which the amount of
money available for each service of the Government is sbyydtads. Once this Ordinance
has been passed the amounts of money appropriated by it and anyveshaukt be
considered as definitely limited and arranged.

3. The procedure by which estimates are approved, and approp@atihorised is
set out in the following paragraphs. It involves first an undeditgrof the composition
and functions of the Committee of Supply.

4. The role of Ministers in the control of public exigéure is primarily concerned with
the embodiment of policy at draft Estimates stagernMinisters are endeavouring to secure
the maximum funds for the subjects within their portfolios, tfts out of the detailed con
sideration of the many competing requirements, first in thréskfy of Finance and later in
the Cabinet, that die priorities of Government financial policy finally gmer Once these
priorities are translated by the Legislature into the approved Estimatedetiod Ministers
is to achieve implementation through the executgartments and offices within their port
folios. The detailed day to day authorisation of experalipuovided for by the Legislature
is, however, the responsibility of civil servartst is, the Accounting Officers appointed to
control the various votes as listed in the approved Estimates. A Ministec@yrsg, re
sponsible to the Legislature for every action of hisadepent. It follows that departmental
expenditure, as the expression of policy, is dlsa¢sponsibility of the Minister in charge of
the department, who must defend before the Legisldhe expenditure and the policy which
it embodies. It also follows that in certain circumstances he may feel obligesigo to
save Government embarrassment even though his own chanagtbe blameless.

The Annual Estimates

5. The annual Estimates- the preparation of which iy figscribed in subsequent
chapters—are dealt with as follows;

(a) the Estimates of Expenditure are tabled in the House of Reatesesby the
Minister of Finance who on the same day presents the Appropriagtion B

(6) After the presentation of the Appropriation Bill the Minister shall either
mediately or at a later,date move the second reading of the Appropidtio
and make his budget speech. In the course of his speenimbunces any new
revenue proposals or any adjustment of existing revemeiasures. He does
this towards the end of his speech, i.e., aftezmeg offices, commercial offices,
etc. are closed. (After the Minister has made higet speech no other member
shall speak then ou the motion and the Minister of Finance shall name the day
upon which the debate and the second reading shall be reydmedMinister
immediately thereafter proposes resolutions giving immediate effect to the
revenue proposals pending their enactment at a later stage. These resolution
which are designed to protect the public, are always passeavithbate.

(c) After the motion for the second reading of the Appiajon Bill has been
resumed, the debate continues. The debate is cdnfbirtbe financial and
economic state of the country and the general principles of oeet policy
and administration as indicated by the Appropriation Bill and the estimates.

(d) When the Appropriation Bill is read a second tithe, Minister of Finance shall
propose "That this House do now resolve itself into ComendfeSupply there
to consider the Appropriation Bill and the associated Estimatediabmame
a date for consideration of the Bill and the Estimates in Committee.

(e) On the consideration of the Appropriation Bill ahd Estimates in the Commit
tee of Supply, each head of expenditure shall heidered with the appropriate
Estimate.

(/) The Chairman then calls out the first head to be considered.



(9) The responsible Minister may then speak if he wishes, taiaxprther any 6
the items comprising each subhead, or to move that thissiprobe amended. In
the case of an increase in the sum allowed, the Minister will have to signify
the Committee the recommendation of the Governor to the increase.

(h) Any member who wishes to move an amendment to the hesdsdoby pro-
posing that the provision under the head be redngdhatever sum is necessarP/ to
give effect to his proposals (No increase may be prafpoSach such proposal is
treated as a formal motieras indeed it is and requires one clear day
notice—and put to the vote after discussion has finished.

(i) After every head has been approved, the Chairman putéedhe Schedule to
the Appropriation Bill (which lists all the heads), having first amenttes
figures as may be necessary as a result of the Committee's dielitserghere-
after each clause of the Bill and the preamble is ptiteo/ote, the Minister of
Finance moving any amendments necessary in consequence of amentim
the total made in the Committee. After the Bill as amendedbleen passed by

the Committee, the House resumes.

(i) On resumption the Minister of Finance then reports to the Houke follow

ing terms; "l beg to report that the Committee of Supply has considered the

estimates of expenditure for the year....., and has passed a resolution re
commending the approval of the Appropriation Bill* (with or withaotend
ment as the case may be).

(k) The Minister of Finance then moves: "l beg to makat the Appropriation

Bill as amended be read a third time and passed", and with the passiigy of th
motion the procedure of approval of the Annual Estimates of Expendsture

finished as far as the House of Representatives is concerned.

() Any legislation required to give effect to the revenue made in con-
nection with the budget (see (b) above) is tabled in the course diuttget

session and enacted Amended as may be) as soon as possible. The temporary

resolutions (see (b) above) lapse on enactment of this legislatibaction
taken u(;]der them remains valid whatever the extent of the legislatitmatg
enacted.

6, All the processes described above and those required in the Senate should be com

pleted by the 31st December in each ¥ear, sofartoit funds to be made available as from
the I»t January next, and the timetable for the preparation of the EstisegeSHapter
below) is based on this requirement,

7. Once the Appropriation Bill is passed, the Minister of Finance approves a Provi

sional General Warrant to the Accountant General authorising him to reesténditure
approved in the Appropriation Bill, subject to such reservations as thstdfinf Finance
may consider desirable in the interests of effective financial controh(gEendix 1V) and

sublject to any overriding graimt-aid arrangements.  This Provisional General Warrant is

replaced by a General Warrant as soon as the Secretary of Stagglsgcapproval of the
Estimates is received.

Supplementary Estimates

8. These are of two kinds. The first is due to initial under-estimatimigh can never be
entirely avoided in a financial system which requires Esém&b be drawn up some six
months before the beginning of the financial year to which thayetdle. eighteen morgh
before the end of it. The second is sometimes known as an "additio testin which
money is required for some new item of expenditure arising iodbese of one financial

ear and -which was not or could not have been forseen wheantiual Estimates were
ramed. Both types are considered in Committee of Supmdysubsequently covered by an
Appropriation Ordinance. They are dealt with in dataiChapter III.

Votes on Account

9. These will not normally be required and would arise ifnfpr any reason, it were
not possible to pass the Appropriation Ordinance before the begofrting financial year
to which it relates. In the circumstances a VateA@count would be approved by
the Minister of Finance-it is really an advaneeto cover the requirements of the Govern
ment for a period not exceeding four months. Votes on Account caemhade avalil
able for recurrent and/or capita! services whickehaceived the approval of the Legislature
in previous years.

Excess Expenditure

10. Excess expenditure is expenditure which is incurred witathbrity. It is the
worst of all financial lapses. At its worst it arisesassult of carelessness or inefficiency
on the part of the officer responsible for controlling a hdadugh a lack of proper atten
tion to the Vote Control Book (see Appendix lll). Excess experisudealt with by a
procedure which involves detailed reports to and examinagidineoPublic Accounts Com
mittee, whose functions are described later, and theguoe is set out in full in Chapter V

Authorization <yf Additional Provision in cases of urggnc

11. It may happen from time to time that funds are uhgeatiuired for some activity
of the Government for which rtiere is inadequate or no pimvig the Estimates. ~ This
situation is met by reallocation fvirement), or by issues on acco@uamfngencies.

Reallocation or Virement

12. If it becomes apparersi during the course of ittential year that within the aritb
of any single head expenditure on a particular subhead of theshgaidg to exceed that
provided in the Estimates, whilst at the same time savirggang to accrue on another
subhead of the same head, the Miijstei- of Finahbe,is satisfied that the proposed expendi
ture does not represent an important departuretferoriginal intentions of the Legislature,
may sanction a transfer of provision from the one subhead thbe This transfer s
known as reallocation or "virement". It may only be allowedhe authority of the Minis
ter of Finance acting as aforesaid and is not given automaticélgn if savings are avalil
able the Minister of Finance may be of the opinion that theeaf the proposed expendi
ture is such that its existence ought to be brougittially to the knowledge of the Legisla
ture, He would then direct that a Supplementarynzagie ba introduced, Reallocation is
dealt with in detail in Chapter IV and the gengmahciples set out above are subject to
limitations detailed in paragraph 68.

Provision on account of Contingencies

13. If provision is urgently required by any department foew service or for an ex
tension to an existing service (assuming that anére is not possible or not acceptable), the
Minister of Finance may authorise "advance" additionalipiran on account of Contingen
cies. The word "advance" is important for no suativance" provision may rest per
manently on account of Contingencies. It must be cleared bysnoé@nSupplementary
Estimate. If the Minister of Finance is satisfied that a case for "advarmasipn on ac
count of Contingencies is justified he will authawiit; as soon as possible thereafter
the responsible Minister must notify the Legislatorf the circumstances in which the
"advance" provision was made, and it must be coverduindxt available Supplementary
Estimate. All "advanc®" provision on account of Contingenciastrbe covered within
six months of the end of ths financial year to which it reiates. prbieedure will only be
used where it is essential that the expenditure is incurred before the@pportunity to
seek first the approval and authority of the Legislature. It is uhdesole control of the
Minister of Finance.  Aii provision on account of Contingeadapses at the end of the
financial year.



14. A statement of each item of provision on account of Contingetaiesher with
the expenditure charged against such provisioritaradearance by Supplementary Estimi
will besubmitted to the Principal Auditor annually, and will be available faeveby the
Public Accounts Committee. The mechanics of obtaining "advVamewision are fully
dealt with in Chapter HI.

The Public Accounts Committee

15. The Legislature reserves to itself two duties wéthard to the expenditure of public
funds. The firstis the authorization of supplyThe second is to satisfy itself that the execu-
tive to whom the supply has been made available spefwighie purposes for which it was
provided, and spends it efficiently and without waste. It perforits second  function
through the agency 01" the Public Accounts Committee.

16. The Public Accounts Committee is a sessional select committee of the House of

Representatives. It is invariably composed of persons who are ristévBnlts duties are
to review the accounts of the Government in the light ofghert of the Principal Auditor,
and it may also review such other accounts laid fieefioe Legislature as the House Of
Representatives may refer to the Committee.  In additghall review cases of excess ex-
penditure referred to it by the Minister of Finance and recommend @atmenittee of Sup
ply whether or not such expenditure shall be allowed as a chargelimfpnds.

17. This committee is one of the most important safeguartisifinancial system.
It is assisted by the advice of the Principal Auditor and officetiseoMinistry of Finance,
and may review any aspect of the Government accounts. Its fuisctionto criticize the
policy of the Government-that is the prerogative of thgislature—and its main concern is
with what has already happened, but no greater mistake could be madesianase that
because of these limitations it is a dusty kind of body dealingthétipast and therefore in
some vague way not quite up to date. A vigorous and efficidnicFAccounts Committee
is the best watchdog that the Legislature could have, and although ivithalhat is past
its criticisms and its recommendationwhich may take into consideration the current posi
tion in regard to any particular scheme or operatioludted in the accounts under review-
can have a vital effect on future practice and procedure

18. The committee has the power to examine witnesses as it considers desitadble.
results of its deliberations are embodied in reports ialwihcriticises financial administra-
tion; proposes alterations of system, when necgssaavoid repetitions of the objects of its
censure; and, in the case of excess expenditure, makes firm recdatimes to the Com-
mittee of Supply as to whether or not such expenditure shall be allowerhasye against
public funds. These reports are laid before #hgidlature and they are given the fullest con
sideration by the Minister of Finance.  Any instructions which theeapto be necessary
are issued by the Ministry of Finance in the fofa oninute.  This minute is communicated
in the following year to the Committee, which istaby able to satisfy itself of the adequacy
of the measures taken to give effect to its recommendations.  The Peddiends Com-
mittee, therefore, can and should become a powerful instrument Exgbsure of waste,
inefficiency and all forms of maladministration.

19. The Public Accounts Committee in discharging its task of examthm@nnual
accounts with the aid of the Principal Auditor's Report khmvariably have the Account
ing Officer concerned together with his Finance Officer, perdhaps one other assistant
before it as witnesses. The Principal Secretary of the@nsgde ministry will normally
attend. This procedure, among other things, helps fotkeeAccounting Officers up to the
mark and serves to impress on them, as the persons mainipsiddpdor the custody of
public funds, the principles which they are requieébtlow. The fact should not be over
looked that the Public Accounts Committee is not an enwemat the Government; it is the
servant of the Legislature and is under no obligetth do what Government tells or suggests
toit. As the ultimate guardian of the public purse, it is incumbettt@®ublic Accounts
Committee to carry out its functions in the way it deems fit.

The functions of the Ministry of Finance

20. The Minister of Finance is responsible to the Cabinet, as the plimspament
of policy, for the financial soundness of the Goweent's economic policy and for the proper
control of revenue and expenditur&he Minister of Finance, assisted by his chief adviser,
the Financial Secretary, exercises this responsibility thrthegMinistry of Finance, which
is divided into two branches;Finance, consisting of the Under Secretary
(Finance)
and his staff, and the Central Planning Unit with the Héa&lanning
and his staff and the Accountant General.

Unit as its head

21. The Ministry of Finance has its main opportunity for gigug out its responsibili-
ties when the annual Estimates are being preparkanust then satisfy itself that, the policies
of Ministers are such that financially they are tda&f realization, and again that individual
proposals are sound in themselves, and do nowvewvehsteful expenditure.  Similarly, when
proposals for expenditure no: provided for in the Estimates arigegdhe year, either on
new schemes or on schemes for which the originahts have proved to be faulty, it is the
duty and right of the Ministry of Finance to examsuch proposals and have them submitted
for the approval of the Legislature before any expenditureisried upon them. The Le
gislature indeed must feel able to rely on the Ministry ofiRae to examine in detail not
only all proposed expenditure prior to its submissiotfiéoLegislature, but also to examine
at the earliest stage possiblesthemes which may ultimately involve the Government in
expenditure, In addition it is, of course, clear that one aityhoust be responsible for
laying down general directions with regard to financial control andeglare.

22. The main object of the chapters that follow isdb aut in detail the means
whereby the Ministry of Finance intends to execute its responsibilities.

CHAPTER I
THE ANNUAL ESTIMATES
Introductory

23. The annual Estimates, and the corresponding A[}J]propriation Ordinanitendn
arrange the expenditure of the Government for #a yo which they relate. It follows
therefore that the greatest care and attention to detail istie$e their preparation and
submission.  The purpose of this chapter is to lay doles for their preparation and sub
mission.

The Form of the Estimates

24. The annual Estimates are designed to show clérigmount of money to be spent
on each individual service; to define the scope of easfteeand to set out the authorized
establishment. They are intended to cover all foreseeable expenditurenaetoo pro
vision for contingencies. The Estimates are didithto two main divisions-the Recurrent
Budget and the Capital Budget. Each Budget isfithelded into heads of revenue and
expenditure and each head is divided into subheads arrangeddricaisequence.

The Estimates Timetable

25, The compilation of the Estimates from the masmdividual estimates is an
involved process undertaken within strict time I8nit Not the least consideration is the heavy
burden placed upon the Government Printer, and it is therefore esthextibe dates for

the submission of the estimates t()jy departments,wlich will be set annually by the
Minister of Finance, should be rigidly observed and that the instruatatained in this
chapter should be exactly followed.

26. The Ministry of Finance will prescribe annually by circular the timetable &r th
subm?ssmn on?:fftt\éstlmates tOVI\{. P vy



New Expenditure Proposals—Recurrent Budget

27. A new expenditure proposal may be defined as "agsadgor the inclusion in the
draft Recurrent Budget of provision for a change in @tgldishment or salary scale; or in
any existing service involving expenditure on a subhebstantially greater than that pro
vided in the current Estimates (say, by 10 per cent, or more); onforeanGovernment
activity i.e. a new subhead".

28. The Ministry of Finance will by circular name a date in each year by wigeh
proposals for the Recurrent Budget are to be submitted tanitrigtries/departments; this
circular will set out the procedure to be followed.

29. Each department or equivalent will set out its new pralgar order of priority in
two categories using the appropriate forms:

Category A Establishment proposals
Category B Other Charges proposals.

30. Each form should contain a brief justification alanation of every new
proposal; an estimate of the cost; a comparison gvithision already sanctioned in the
current Estimates; a reference to any Capital Budget provision to whichwhe ogosal
may be linked; ane-in the case of Category A itemgletails of the posts and salary scales
involved; an explanation of the duties attached to them; angmefeto any relevant docu-
ments or report.

31. The forms should then be submitted to the appropriate Ministry wheravithey
be examined, discussed and amended as necessary, and treubafiged to the Ministry
of Finance. The Ministry of Finance will examine the new proposals, oljalfiioral or
additional written advice of the ministry and/or department coreckamd of the Perma-
nent Secretary, Establishment in the case of Category A proposals.

32. The Ministry of Finance will convene a meeting to discuss the proposaedf
department and the Accounting Officer concerned, the Permanent Secreterpafent
ministry and, where appropriate, the Permanent Secretary, Establishmismteprésent-
tative will be invited to attend.

33. After discussion the Ministry of Finance will enderthe form with its decision and
a copy of the form thus endorsed will be returned to the @pipte ministry for onward
transmission to the Accounting Officer concerned.

Expenditure EstimatesRecurrent Budget

34. The Ministry of Finance will send in quadruplicalieect to each Accounting, Offi-
cer in ample time before the Estimates have to be prepared, printed shiektshalv the
head as it appears in the current Estimates, plumas in which to insert the detailed Esti-
mates for the coming year. There is space at the foot of each sheetifictubien of any
approved new proposals of the department, all of which must be shbeexisting sub
head numbers must not be changed, but the new sulgieadd be numbered, e.g. 2A, 2B,
IDA, their places in tho head being indicated bpas. On completion the department will
retain one copy, and submit thn;e copies to the appropriate ministitye ministry, having
examined, discussed and amended the draft as necessary, will retainyparccepbmit
two copies to the Ministry of Finance together with a memorandisu in duplicate, con
taining such comments, recommendations and amendments as it may miske.

35. Explanatory details io be submitted must include the follgwin

ga) under Personal Emoluments, a breakdown of the establishrdepitoaision
or each itemas follows, e.g=

Establishment Salary Amount Providec
5 existing posts filled ..
existing post vacant —_—
1 new posts proposed .
8

The provision for "posts filled" must be the sum of the actual atadhat will be required in

the coming year, including increments payable, freeive of whether the posts are filled
permanently or only temporarily. Provision for posts "vdtand "proposed" must be

shown at the lowest point of the appropriate salaeafe, each post calculated from such date as
the Accounting Officer estimates, it can be fill@liing regard to the circumstances of re-
cruitment. Nominal rolls are NOT required.

(b) Under Other Charges the detailed calculationgfch subhead of expenditure.
In every case the actual expenditure on the corresponding subhaiay) (if
the previous f inancial year must also be shown, thus:

Subhead 9 _ Stationery and Incidentgspn
Stationery Incidentals  ¢>00  $500
Current Estimates Last $500
year—Actuals $468

(c) Reimbursements-Full details must be given of every reimbursement
which will be received against expenditure subheads. The detailshoustis
addition to the amount of reimbursement receivable in each cassyuhees
from which it will derive, the authority for it, and the supportiadculation.

Stores and Equipment ltems

36. Departments should estimate for the total sum they wish to plags agienst in
the coming financial year, tt follows that Estimates shaokinclude any provision for
stores ordered in a previous year.

Footnotes

37. Footnotes for inclusion in the draft Estimates must be purely factugl to ex
plain a change caused by trie transfer of provision or posts toeartatad or subhead; to
refer to a reimbursement or to state for what station or duty a newlpaose creation in
volves no new principle is required. Any change whichlie®a new principle or activity
r2n9ust be fully explained in the new proposals form submitted in ameoedwith paragraph

38. A covering memorandum shall accompany the drafinkzstes, unless there

has been no depajture from the new proposals origisathmitted, and the explanatory
details are clear and self-coctained.

Revenue Estimates

39. Estimates of Revenue for both the Recurrent anda&uidgets will be called
for direct by the Ministry of Finance. They will be submitted direcEmance Form 10.
Departments should give concise explanations in the columns providibe fourpose in
every case in which thene an appreciable difference (say 10%) between the apbeoak
revised Estimate,rdoetween the revised Estimate and that submitted for the coming year.



Expenditure EstimatesCapital Budget

40. The format of the expenditure side of the Capitalget together with the instruct-
tions for the preparation of the Estimates for exd¢he heads of the Capita! Budget is given
in detail at Chapter VII.

Printed Proofs

41. As soon as examination of a head is completed thistiW of Finance will make
up the head for printing. The next stage therefdfée the despatch to the ministry, with
copies to the individual departments, of a pripiesf of the head. These will be addressed
personally to the officer concerned with the detbreparation of the Estimates, to obviate
registry and other delays. It is the responstaitthe recipient to check the proof in detail
for accuracy, and to return it to the Ministry @fdhce within the time specified, which will
normally be seven days. If this i« not done it bél assumed by the Ministry of Finance that
the proof is accurate, and it will be at once pdntff. No amendment will thereafter be
made to the printed Estimates prior to its submissitinet@abinet.

42, Atfter approval by the Ministry of the draft Estireatone copy of the final proof
will be sent to the Permanent Secretary, Estabésiimvho will be responsible for pre
paring a Schedule of Additions and Deletions ipeesof pensionable offices to cover
changes in-corporated in the draft Estimates.

Revised Estimates of Revenue and Expenditure

43. The Ministry of Finance will call for revised Estites of Revenue and Expenditure
for the current year by circular.  Replies willfienished through the appropriate ministry
to the Ministry of Finance on Finance Form 12 and 13e fiirpose of obtaining these
revised Estimates is to enable the Minister of iiéeao present a picture of the outturn of
the current year when presenting the Estimatdaéoroming year to the Legislature. The
revised Estimates are also of considerable valassessing the accuracy of the individual
draft Estimates for the coming year.

Proposed amendment to the printed draft Estimates

44. 1t may happen that for good and sufficient reasoingstries or departments will
have to propose amendments to the printed drafidies before they become the approved
Estimates. Amendments of this nature which ar%m_ad by the Minister of Finance and
a?reed by the Cabinet will be included in a scleedndl circulated to members of the House
of Representatives before the House is due to exetme details of the draft Estimates in
Committee of Supply.

Budget Day: and subsequent procedure

45. Towards the end of November or in December, ingeprdraft Estimates are laid
on the Table of House of Representatives by théshinof Finance. The subsequent pro
cedure has been fully described in Chapter I.

CHAPTER 111

Supplementary Estimates
Introductory

46. ltis a fundamental principle of good governtibat the annual Estimates and
Appropriation Ordinance shall be held to limit andaage expenditure. It follows that
no expenditure may be incurred save on the auttadrihe Minister of Finance and out of
monies voted by the Legislature in accordance kagtimates submitted to it.  Expenditure
should never be incurred without the prior authasftthe Legislature or the Minister of
Finance acting under powers delegated to him byefeslature. Any officer in control of
a vote who incurs expenditure without such authades so at his sole responsibility, and
will consequently be held personally responsibiénfe actions. This means of course that
an officer can be called upon to meet unauthoxzed-expenditure from his own purse.
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47. ltis accordingly vital, in the interest not olfygood government and sound ao-
m inistration, but also in the interests of induadiofficers authorised to incur expenditure
that not a dollar should be spent without the prior agadrof the Legislature, There an
only three ways in which this can be obtained:

(@) by the inclusion of provision in the approved anrttstimates;

(b) by the inclusion of provision in the approved Seppéntary Estimate;

(c) fay reallocation of provision within an approvedifsite, whether annual or
Supplementary,

48. In addition, funds may not be committed in antitguaof approval of the grant

of funds, either by the Legislature, or througintihgencies provision, or reallocation.
Where it is considered essential that such commismaust be entered into, e.g. to ensure
the continuity of any supplies or services whictehaeen previously approved in principle
by the Legislature, the prior concurrence of thaisiiiy of Finance will be obtained, in the
form of rulings to cover general applications @ciic cases. The Ministry of Finance will
build up a body of practice in this regard which lag subjected to the continuous scrutiny
of the Legislature through the Public Accounts Caite.

49. This chapter deals with the procedure for obtaipirgision in a Supplementary
Estimate. Such provision is known as supplemermayision. Specimen of each of the
Finance Forms referred to in the following parabsapill be found in Appendik

Limitations of the Use of Supplementary Provision

50. Applications for supplementary provision will only be considered when the
Ministry of Finance has examined the following adpe-

(ft) that the voting of the additional money is rifiestly in the public interest;

{b) that the need is so urgent that provision caneatdtayed until the next annual
Estimates are approved,;

(c) that failure to foresee the expenditure whencilrrent annual estimates wen
framed was due to reasonable causes;

(() that the monks required cannot be found bjoestion on a basis acceptable
to the Minister of Finance in the light of the principlesegoing reallocation
as described in Chapter IV below.

51. No suggestion should be made therefore eithéetpublic or to departmental
officers that a request for supplementary expemditill be or is likely to be approved by the
Legislature, prior to such approval; nor must dfiger enter into any commitment in ad
vance of such approval and in this regard refersriogited to paragraph 46 above.

Procedure for Application for Supplementary Prausi

52. Application for supplementary provision under taerts of the preceding para-
?raphs is to be submitted on Finance Form I. Ith&ilobserved that this form is to be used
or supplementary provision, reallocation and &mvance" provision on account of Con
tingencies. The application, which must be exgessa round number of dollars, is ini-
tiated by, the Accounting Officer concerned, arglilsmitted to the appropriate ministry in
duplicate with a memorandum attached also in datplisetting out the reasons for the ap-
plication. These reasons must fulfil all the regmients listed in paragraph 50 above. No
covering letter is necessary.

53. The application is then considered in the ministry. If it is recommended for
approval, the form is completed and ONE copy fodedrto the Ministry of Finance. No
covering letter b necessary, unless, of course, the ministry wishes to tabothe
departmental memorandum. The second copy is eet&irthe ministry.
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Procedure for Approval or Rejection of the Application

54. The application is closely examined in the Ministry of Firtacensure that it ful-
f fls the requirements set out in paragraph 50 thatthe purpose is in fact essential and not
merely desirable. The number and extent of SuppleaneEstimates is ordinarily restricted
to two each year by the insistence that save in exceptionahtgtances even proposals
approved on grounds of general policy shall await the next annuakesinshould, how
ever, the need arise, the Minister of Finance may arrange for an additiotiagnoé¢he
Committee of Supply, if in his opinion, the congialtion of such estimates cannot be
deferred without detriment to the public interesl an advance from the Contingencies Fund
cannot be authorised.

55. Ministries and departments should therefore note carefully, in follothimgro
cedures described in this Chapter, that there wilbbly two opportunities for seeking
supplementary provision each year:

April: reg»ie«te:for'8Bpplementary provision the needvitiich (a) has appeared in the
period October-December of the preceding financial year or (6)d@seared
in the period JanuaryMarch in the current financial year or (c) is expédo
appear in the remaining part of the current financial year.

October: requests for supplementary provision the need for which paarag in the
period Apri—September hi the current financial year or is expecteggeaa
before the end of the current financial year.

Thus in cases where the use of the Contingenciesgdtwvn procedure (see paragraph 59
below) or the reallocation procedure (see Chapter IV) ismotoved, it will be necessary to
wait up to six months before funds can be made available.

56. If the Minister of Finance does not approve msigsion of an application for
supplementary provision to the Legislature, the appropriate mirigstsp informed by a
memorandum in duplicate which gives the reason for its rejectitnis lapproved for such .
submission, then the details of the application are included by the iMiafsEinance in a
Supplementary Estimates Schedule. It is this schedule which is in due ¢euratter ap-
proval by the Cabinet, submitted to the House of Representatives sittGarimittee of
Supply for its consideration together with the necessary Supplementargpiiation Bill.

Action taken by the Ministry of Finance after the d&risof the
Legislature is received

57. If the Legislature has not approved the applieggtthe appropriate ministry is
so informed, by a memorandum, in duplicate issued by the Mimtinance. Ifit has
approved it, then the Minister of Finance signsippgementary Estimates Warrant (Finance
Form 3) as soon as the Supplementary Appropriation Bibines law. This Warrant is
passed to the Accountant General and copied to the Principal Auditor.

Action taken by the Accountant General

58. A Supplementary Provision Advice (Finance Form 4) will be issued ilicaig
one copy being sent direct to the Appropriate rtipior his information. On receipt of this
advice the Accounting Officer concerned may incur or cdrtita expenditure authorised.

Provision on account of Contingencies

59* It will happen from time to time that an application for supplemergasyision
will reveal a degree of urgency which makes it essential that funds begaat once. la
such circumstances, the Minister of Finance may at his sole discretiomisauthdvance
provision for the purpose on account of Contingencies. Odgislature in approving the
use of this procedure has set a limit to the provisibichvmay remain uncleared at any one
time, and the use of this provision is under thatool of the Minister of Finance
who is answerable to the Legislature for its proper use.
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Token provision on account of Contingencies

60. In certain circumstances, no additional money needs podwided for new items
of essential expenditure which must be providedfance, because such money can be pro
vided by reallocation-or, in tlic case of Personal Emoluments, by theterce of savings on
the subhead as a whole. But the creation of théwe new item of Personal Emoluments,
or other Charges, or of Capital expenditure is necessary tiefore agnydétxpe can be in'
curred. This can be done by Hie Minister of Finance apprdhimgreation of the nev;
item by the provision of a "Tokx»n"sum ($1) of adea provision on account of Contingencies
which must, as for any other Contingencies provisionpbered by a Supplementary Esti
mate at the'first opportunity and by the relevant Ministéifying the Legislature of the
circumstances at its next sitting  But for accountingpgses, the item need NOT be treated
as a Contingencies one with a separate "advance" record in the Accountaat' §Skeoeks
as is the case for non-token provisieih may be treated as any ordinary item of expenglitur

61. Any "advancé provision granted on account of Contingencies must be covered
by means of a Supplementary Estimate at the first oppityitand the Minister seeking the
"advance" provision must notify the House of Representatives at its next sfttimgcir
cumstances in which the advance provision was made. At the gangetse Minister of
Finance will lay on the table for the first readthg necessary Supplementary Appropriation
Bill. There is therefore no general variationhe procedure described in the preceding para
graphs. In addition to that procedure, however, the Miraéteéinance will, if "advance”
provision on account of Contingencies is approved, &igontingencies Provision Warrant
(Finance Form 5), in order to convey the necessary authorithis Form will be passed to
the Accountant General, copied to the Principal faundOn receipt of the form the Account
ant General will issue a Contingencies Provision Advice (Finance &orm This form will
be addressed direct to the Accounting Officer, with a copy tagheopriate Minister. On
receipt of the form the Accounting Officer may inocurcommit expenditure up to the amount
of the authorized provision.

Establishment Matters

62. Authority for changes in salary scale, or addisida the number of posts,
or alterations in their titles should normally be sought in Category pogads submitted
hi accordance with the procedure laid down in paragraph 29.po$ais for changes or ad
ditions or alterations referred to above which it ismesshould be urgently considered will
be submitted by the Accounting Officer to his minysin time for the proposals to be
forwarded to the Ministry of Finance and considdaednclusion in the next Supplementary
Estimates, if appropriate.

63. The Permanent Secretary, Establishment will be resperisitensuring that pro
vision is made in the Estimates for the full cost of actifmrances and extra assistance
expected to come in course of payment during the year.

Procedure for dealing with outstanding commitments onrrentibudget indicating the
Supplementary Provision Procedure required in certain cases

64. As soon as possible after the 31st of Decemberuitiog Officers should review
the position of all uncleared commitments, whether stores or otfeerntered against the
previous year's votes. A return on Finance Forrshibild be furnished by the 31 st of March
giving detailed lists of outstanding commitmentsirthe previous year which the Accounting
Officer considers it will not be possible to absorb into the cugreat's provisions. The
return will be completed in quintuplicate and will be deadh as follows: The Accounting
Officer will retain one copy a«d send four copieghe Ministry of Finance through
his ministry which will forward all four copies tbe Ministry of Finance with its comments.
The return will be examined by the Ministry of Finance with a view to asciergain

(a) Whether the current year's provision is adequatgbgorb the additional
expenditure involved;
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(b) whether the current year's provision may prineedequate to absorb
additional expenditure;

(e) whether the current year's provision is cleamrbdequate to absorb the whole!
or part of the expenditure.

The Ministry of Finance will record the decision of tu e Miuiitcr of Finance on all fapiesd
will retain one copy and forward two copies to the ministry concermeslf(w retention and one
for forwarding to the Accounting Officer) and onepy to the Principal Auditor,

65. Accounting Officers will be informed by the Ministry of Finance by ametf the
copy of the form, under which category it is considatedexpenditure shall fall. In the
of subheads falling in category (b), Accounting Officers will be requireéview the relativi
subheads by the following I15th September and inlitplet of the position at that date to
justify any need for additional provision or real&tion. In the case of subheads falling' in
category (c), Accounting Officers will sut \mt an apptioca for supplementary provision or
reallocation of that amount only which cannot be met by foreseeable savingsrilevant
current year's subhead. Any additional provisiorreallocation made in consequence of
the above procedure may only be used against tketamdling commitments in question.
Outstanding commitments relating to Other Charges Expenditure ssbbfeprevious years
not repeated in the current year's estimates clearlyridiér category (c) and an application on
Finance Form | for the full amount should be submittegkther with Finance Form 14.

66. In regard to stores and equipment Accounting Officers shalteeasdar as possi
ble delivery and payment within the financial year tdchiithey relate. To this end indents
should normally be submitted at the earliest possiate tb the Accountant General. Except
in the larger departments where automatic orderinggghares are in force for the mainten
ance of adequate stocks, indents received afte3@tte September will only be forwarded
when it has been established that it was not possilitedsee the requirements and prepare
the indents before that date and that postponetoettite following financial year will be
detrimental to the public service.

CHAPTER IV
REALLOCATIONS
Introductory

67. Within the ambit of a single head of expenditurmay be that, as a result of cir-
cumstances which could not have been forseen when thaldestimates were framed, ad
ditional provision is required on y. particular $igad while at the same time equivalent
savings can be made on another subhead of the saate  In these circumstances the
Minister of Finance will authorise reallocation betwélese subheads, provided he is fully
satisfied that sound reasons exist for the additional epea thus involved to be incurred
upon the "receiving" subhead. If he is not s@dthat an application for reallocation has
been fully justified he will reject if.

Limitations on the use of Virtment

68. There are certain limitations upon the use of thizpdure. There are as follows.

(a) money may NOT bo reallocated between difficheads;

(6) money may NOT be reallocated to create a ndwesad (or a new item under
P.E.)

(c) money may NOT be reallocated to create a nest po to alter any salary
scale;

<«0 money may NOT be reallocated to give effed teew principle or policy; or
so to increase provision as to place in doubt thgirmal intention of the
Legislature ia approving the vote.
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(e) money may NOT be reallocated in the Capital gatdf the result would be to
make funds available in excess of the Estimated Total Qfothe receiving
subhead except when such viremenl is within termevadld by the Secretary

of State;

(/) money may NOT be reallocated unless the cas¢hi increased expenditure
thus involved against the "receiving" subhead Bvpd to the satisfaction of
the Minister of Finance;

69. Sub-paragraph (e) may need elaboration. Subhdatie @otes comprising the
Capita! Budget have an Estimated Total Cost attachétetn, and these, quite as much a*.
the actual provision for the year, limit expenditure on the projedtfolldws that a proposed
reallocation which would result in the Estimated Totastmeing exceeded cannot be con
sidered until the revision of the Estimated Totals€Chas itself been approved by the
Legislature, through the machinery of a SupplemgriEstimate, or in emergency by  the
Minister of Finance within his permitted limit from the Contingencies Fondnless within
terms allowed by the Secretary of State (e.g. Goventris allowed certain powers of vire-
nient under Colonial Development and Welfare Schemes-vide paragraph 2 of Goftinel
Print Miscellaneous 522).

70. It is of course fundamental to the successful apmmanf virement that the great
est care be taken by officers auitsorized to incur expeedo ensure that, once a realloca
tion of funds has been approved, expenditure against the subheadtficimthe money has
been transferred is not allowed to exceed the mdipcovision that remains.  This cannot
be too strongly emphasized.

procedure for Application for Reallocation

71. Applications for reaflocation under the terms loé ppreceding paragraphs are to
be submitted on Finance Fonr I. It will be obsertheat this form is to be used equally for
"advance" provision on account of Contingencies, reation or supplementary provision.
The application which must be expressed in around eumibdollars, is initiated in the de
partment concerned, and submitted through the gi@i@ ministry in duplicate with a
memorandum (See Appendix Il) attached also in dapdi setting out the reasons for the
application and a brief explanation of the circuamstes in which the savings which it
is proposed to reallocate arose. No coveringtastnecessary. The application is then
considered in the ministry.  li' it is recommendedapproval, the form is completed, and
ONE copy forwarded to the Ministry of Finance. Theeotbopy is retained in the ministry.
No covering letter is necessary, unless of couhgeninistry wishes to elaborate on
the departmental memorandum,

Procedure for Approval or Rejection of the Application

72. The application is examined in detail in the Minysof Finance. Ifitis NOT
approved, the appropriate ministry is informed acaalyi by a memorandum in duplicate,
which gives the reasons for rejection. If h is approwkdails of the application are entered
by the Ministry of Finance in the schedule of a comprehensive Reallocation Warrant (Financ
Form 7). The Reallocation Warrant of which thatestile forms a part is then signed by
the Minister of Finance and passed to the Accountant @efograction, with a copy to the
Principal Auditor.

Action taken by the Accountant General

73. On receipt of the Warrant the Accountant General issues a Reialioéalvice
(Finance Form 8). This advice is normally pregarén triplicate, two copies being
sent direct to the ministry/department concerneditting being sent to the appropriate minis
try for its information. The word "normally"” is used besait may happen that realloca
tion is authorised between subheads controlled byrelifelepartments although within the
same head. In such a case two additional copie®aded for the additional department.
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Action taken by the Initiating Department

_ 74. The Accounting Officer concerned then makes the apatepYote Control Book
adjustments, and returns within fourteen days apy ©f the Advice, duly certified to :
Accountant General.

General

75. It is the intention that at most no more than oeal®cation Warrant incorporat
ing agreed applications will be signed each month, except in special circumstances during
month of December, ftis therefore incumbent upon offiaathorised to incur expenditure
to watch most carefully the state of their votas] éo submit application for reaHocatior
in good time.  The monthly schedule will be comesall by the Ministry of Finance on 01
about the last day of each month, ft will not therefore be possibieltale in the schedult
for artl1y month applications which reach the MinistfyFinance later than the 25th of that
month.

76. Once a quarter the Minister of Finance will arrafigrethe laying on the table olj
the Legislature, for the information of members, eepif the schedules to the Reallocatic
Warrants signed during the preceding three months.

CHAPTER V EXCESS
EXPENDITURE
Introductory
financial [Bpees And Shoull in Pracice NotoCeur. - EXCRSs expendiaessd i ane fina.

1g;\cc‘iounts after the Accountant General has closed his bookslgareadue to one of tv
actorsi—

(«) real excess expenditure, due to funds having been expeitbedt the necessary

provision having been first made available; (6) appaexcess expenditure, due tc

misallocations.

78. Neither of these should cccur if standing instructionsrdgg departmental vote
control, keeping of Vote Control Books and monthly reconciliations thighAccountant
General's books are carried out (Appendix IIl)., hdwever, excess expenditure is still
revealed when the Accountant General's books have essu@nd the accounts finalized,
it qunu;st elthegi be given retrospective sanction, or iesefunded personally by the officer
who incurred it.

Action to be token by the Accountant General

79. When the Accountant General is about to close his books fdiremgcial year
he will circularize all Accounting Officers statirtigat the Treasury books will be closed on a
iven date.  This will afford all Accounting rs a last opportunity to initiate and follow
through any adjustments which may be necessary to correct misalscationce the Ac
counk;cant Gdeneral's books have been closed, however, no fatdreal book adjustment
can be made.

80, As soon as he has closed his books the Accou@@neral will inform Ac
counting Officers of all excess expenditure asatagein his books. Finance Form Bl e
used for this purpose. He will also report altesses so notified to the Ministry of
Finance.
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Action to he taken by Accounting Officers concerned

81. On receipt of Finance Form 9 Accounting Officers concerned will fotthgtibmit
applications on Finance Forhfor retrospective reallocation to cover all or as mastpos
sible of the excess expenditure, and for retrospestanction for supplementary provision
to cover any remainder. The normal procedureafiplications for supplementary provi
sion and reallocation will be followed, in accordanwith the instructions contained
to Chapters Il and IV, but the accompanying memdran must explain how the excess
occurred, and why it was not covered before the finAyer ended.

82. If the records of the Accounting Officer concerregapear to show that all or any
of the excess expenditure is due to misallocatinthe books of die Accountant General,
the officer must certify as follows on the memorandthat accompanies his application on
Finance Form | for reallocation:

"I certify that no excess expenditure on Head..........ccccccevveeeeiiiiiciinnnneen, .
subhead.... .
Accounts) is revealed in my records.

It appears that the excess may be due to misallocation of debits proipEndgeable

toHead........ccoovvvviieiee s subhead.......vveiviiii
where an equivalent under-expenditure is shown.
Signed................... oy e etereere e et e e,

Title of Accounting Officer.....,,..=eeeeiie- ...

This procedure is designed to obviate continuous and lengthy corresppenand discussion
between the Accountant General's Department and Adogu@ifficer over misallocations.
Once the Accountant General's books have beendlaltexcess expenditure there shown
has to be covered whether it is or is not duo teaftbcation except where it is disallowed by
the Committee of Supply and has to be refundechbkyafficer responsible.

Action to be taken by the Ministry of Finance

83. Approval of the applications for retrospective reallocation or supplermnygmar
vision thus submitted will by no means be automati®Vhere the Minister of Finance is
satisfied that the excess expenditure is due tallmistion or where the the amount involved
is negligible or where other soimd reason exibssMinister of Finance will normally approve
the reallocation or will seek the approval of thejistature to the retrospective grant of
supplementary provision. The: reallocation schedaild before the Legislature in this
connection will be marked "Retrospective" and will distinguistesges as between mis-
allocation, negligible and other sound reason (this is to give the Legiskat opportunity
to question the use of the Minister's discretidie remaining excesses shall be automatical-
ly notified to the Public Accounts Committee by Mmister of Finance with brief comments
by the Minister of Finace.

Subsequent Action

84. The Public Accounts Committee then considers the excesses so reféraat
recommends to the Committee of Supply whether or notexedsses shall be allowed as a
charge against public funds. If the Committee of Suppdyal the excesses the Minister of
Finance will approve retrospective reallocatiofuifds are available (this is to avoid "water"
in the Supplementary Estimates and/or in the Supplementgmoppation Ordinance).

If the Committee allows an excess but funds are not availableditocation the Commit
tee of Supply will approve a supplementary estimate,

General

85. If the Committee of Supply rejects an excess grpamt of it such amount as is not
allowed will have to be recovered by the executive fromedmdy's pocket. There is rarely
a valid reason for excess expenditure. Compliance with fitexasl procedure for Annual
Estimates, Supplementary Estimates and Reallocatibadequately safeguard Accounting
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Officers, provided they maintain proper controltbéir votes through their Vote Control
Book (Appendix I1), These regulations will therefore &trictly applied and will accordingly
place upon the Accounting Officer concerned thesoofisatisfying the Public Accounts
Committee that any excess expenditure incurred on the votes for whichelBpasisible was

satisfactorily justified.

CHAPTER VI
DEPARTMENTAL WARRANTS

86. Whenitis necessary, for an Accounting Officelatethorize another officer to
incur expenditure on his behalf, hyill do so by means of a Departmental Warrant (Finance
Form 15) addressed to the officer concerned withiesto the Accountant General and the
Principal Auditor. The Warrant v»< H state the nature of the servicetretamount and the
allocation; the full sum allocated will be enterietimediately in the Accounting Off icer's
Vote Control Book as a commitmit<s  The officer to whom the Warrant is issued will main-

tain a detailed record of expendif;>.; and commitments against it in his Vote Control Book,
treating the amount allocated exactly as if it werubhead in the estimates under his con
trol.  Vouchers drawn against a | Departmental Mfarwill show as the authority for ex
penditure "DW No....... I )9, from. (Accounting

Officer)".

Accounting Officers issuing Departmental Warranth e responsible for reconciling the
Treasury Monthly Statement with wntries in theirté¢ @ontrol Books at the end of each
month, as required by Appendix it 11.

87. Under no circumstances shall expenditure be incurred or committed Yatihant
Holder in excess of the amount stated in the Departm@fdalant.  If it appears, however,
that this provision may prove insufficient the Waart Holder will apply to the Accounting
Officer for a further Departmental Warrant for theéditional funds required. If satisfied
that the expenditure is necessary and that funelsaailable the Accounting Officer will
issue a further Departmental Warrant endorsedupplement DW Na........... (o] AURRTRRRR
It must be emphasized that approval of the appboamnust on no account be ant|C|pated
and an officer incurring unauthomed expenditurd b liable to be surcharged with the
whole of such amount.

88. Departmental Warrants tor both capital and recurseibheads lapse at the end
of each financial year. Where necessary a frestiamais issued at the start of the new
financial year.

89. Departmental Warrants may be used either in the case where a certain ouidk sh
be carried out by another ministry/department,rafteaining the agreement of the minis
try/department concerned and an estimate of thg oo$or the purpose of devolving con
trol of all, or part of a particular subhead upanddficer in charge of a branch of the
same ministry or department. Such devolution withiministry/department in no way
limits the responsibility of the Accounting Officér ensuring the most economical use
of the monies voted; it does devolve on the hotifeghe warrant responsibility for ensur
ing that the expenditure authorised is not exceetlkd Accounting Officer has full discre
tion to allot part of a vote only e.g. to cover erpgiture for three or six monthsand to
keep a reserve under his own hand if he wishesil&ima departmental warrant can be
withdrawn at any time as set out in the succeegarggraphs.

90. Where the Warrant Holder is iu the same district@tion as the Accounting
Officer, the Accounting Officer shull notify the Want Holder by letter of the withdrawal
of the warrant, with a copy to the Accountant Gahand the Principal Auditor, and shall
take over the Vote Control Book kept by the Warrant Holder and shall assume responsibilities
for settling outstanding commitments.

91. In all other cases:

(a) The Accounting Officer shall notify the Warrdtolder by letter, with a copy to
the sub-accountant at the Warrant Holder's statimAccountant General
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arm A-nncipai rtuuaor, u»wt me warrant is wiiaorawn as iratie @1 receipt 01
such letter and direct the Warrant Holder to subanstatement through the
sub-accountant giving the total of the amount dbtwsuthorised for payment
and ftill details of all outstanding commitmentsdathe final balance of
funds remaining us unallocated. (Care must be ta@esnsure that the out-
standing commitments include sums due in respeatagfes including any
wages payable in lieu of notice).

(b) On receipt of such a letter the Warrant Holder wikkpare the statement re
quired in quintuplicate and present himself witk Wiote Control Book and
statement at the sub-accountant's office.

(c) The sub-accountant will satisfy himself that the stateriseeatrrect according
to the Vote Control Book presented to him and wit!rtewsign the statement
as correct and distribute it as follows:

1 copy to the Accounting Officer
1 copy to the Warrant Holder

1 copy to the Principal Auditor
1 copy to himself.

(d) The sub-accountant will then assume responsibility for authonmayment of the

outstanding commitments and will quote the depanmtiadewarrant as authority for

payment.

92. It is clear from the lengthy procedure involvedwithdrawing a Departmental
Warrant that it is not envisaged that such withdrawal take place except in extraordinary

circumstances, e.g. where there is a cutback in expenditure which must have immediate effect

or where a project is to cease.

CHAPTER VII
THE CAPITAL BUDGET

93. Basically, the Capital Budget represents the fim@rnmplementation of the De
velopment Plan setting out how investment in thbligusector is to be directed and cal
culated as far as possible to achieve, within timétéd means of the country, maximum
expansion of the economy and development of natural resources gincumamprovement
in the standard of living.

94. The expenditure side of the Capital Budget is divided into headscmostniently
similar to those in the Recurrent Budget showing the source of finaneadbrsubhead, i.e.,
whether from Revenue, Loans or CJX & W. and Otheaur@®s.

95. Also shown for each subhead in the Capital Expenditure Bstsrare "Estimated
Total Cost", "Total Expenditure up to........ (end of last financial year at time of preparation
of Estimates)" and "Approved Estimates.19.(for the previous financial year)".

Estimated Total Cost

96. Particular importance is attached to the columrdiedd'Estimated Total Cost"
for once this has been arrived at for each subhigmdpproval by the Legislature by in
corporation in the Capital Expenditure Estimatengs and limits the total money which
may be spent on the subhead concerned and, exegubeided in paragraph 68 (e) the
Minister of Finance has no power to reallocate stoanake funds available in excess of
the Estimated Total Cost

97. This restriction is imposed in view of the fine margins of priowtthin which the
Development Plan has to be drawn up and the need for very careful estimagrginister
of Finance may nevertheless increase the Estimated Total Cost by means of an advance fro
the Contingencies Fuan
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98. It follows that no work may start, no contract may be let, angtores or equip
ment may be ordered, which might commit the Government to a total expeoditany
subhead in excess of the approved Estimated Total Cost.

\ote Control

99. The fundamental importance of the correct usénef\fote Control Book in
avoiding excess expenditure has txwri stressed in previouschaphere is another aspect
to vote control in the Capital Budget, namely cdrif@xpenditure against Estimated Total
Cost, but this will be achieved in the preparation and approval of the Capiaidixpe
Estimates so that the instructions for the usédnef\fote Control Book in regard to the
Capital Budget are the same as for the Recurrent Budget (Appendix IIT)

Rcvotes

100. Notwithstandusg the concept of I'stimated Total Cost, iriay involve expen
diture in more than one year, as a control factor for planmimngoses, provision approved
for one year but not spent within that year is not automatically availakdelfiimg to the
following years' provision and has to be specially votesiragf required (sometimes called
a 'revote’).

101. Whilst it is expected that the approved Capital Exjrire Estimates will be
fully executed generally, if it does occur that provision unspent & previous year is re
quired for the current year, it is important that Accounting Off icer submits aa application
for supplementary provision at the earliest opportunity available. Inndieieg the reed
and amount of an application for supplementary @ion, the Accounting Officer shall
also take into account any anticipated acceleratigmogress in works above that envisaged
when the current estimates were drawn up and approved. Shouldndetark result from
a delay in submitting such application, the Accounting Officer may béreglio answer
to the Public Accounts Committee (as distinct fromMinister's responsibility to the House
of Representatives).

Preparation of the Capital BudgeBasis

102. In the preparation of the annual Capital Budget the basic steps will be for each

Ministry:

(1) to draw up estimates: for those schemes which are to bawsshivithin the
estimated total cost;

(2) to refer to the approved Development Plan and extract tberesichemes for
implementation;

(3) to draw up estimates of the cost of current assets requiring replacement;

(4) to submit proposals for new schemes or upward revigi@stimated total
cost of existing schemes.

103. Whilst detailed estimates for works costing S10,000 and over arequited at
this stage, every care should be exercised in providingetepbssible estimated cadt
such works so that the Cabinet may be put in a reasorediigtic position when recom
mending alteration of funds. To this end the Ministry of Public Utilitidswork towards
the establishing of standard costs per square pastsuperficial foot, per mile, etc. In

regard to works costing less than $ i 0;6@thd Personal Emoluments, Other Charges, stores,

machinery and equipment subheadietailed estimates are required.

Submission of proposals for New Schemes or for Upward Revigio
Estimated Total Cost

~104. A new scheme is one which is not included inDbgelopment Plan. Should
it happen that a ministry wishes to put forward urgent prdpdsathe inclusion of new
schemes or for increasing the estimated total dosh @xisting scheme, such proposals
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should be submitted to the Ministry of Finance hﬁe which will be notified by circular.
When submitted initially the necessary details &hoe set out in memorandum form alone
which should include:-

(a) a description of the new scheme or the reasathé increase in the estimated
total cost of an existing scheme;

(a) an explanation as to the urgency of the proposal;

(c) the estimated total cost of the new schemethagroposed phasing of
expenditure over the ensuing year.

105. Very good reasons will have. to exist before a new schempwaard revision
of Iest|matte|<__j)|total cost is approved for it is the intentionta depart lightly from the De
velopment Plan.

Preparation of draft Capital Expenditure Estimates

106. The Ministry of Finance will notify ecah ministrytbg allocation recommended
by the Cabinet for each ministry for the forthcoming finahgear, together with acceptance
or rejection of proposals submitted for new schemes or upward reinsa@cordance with
paragraph 104, and each ministry will then drawmiff-inance Form 11 its relevant Estimates
for the coming year. A separate Finance Form 11 will be used foheach

107. The Ministry of Public Utilities is responsible ftire execution of all works under
the head Public Works Non-Recurrent and for thargabion of Finance Form 11. In
regard to new works to be executed under this head, the ministry wedaeil notify the
Ministry of Public Utilities of its requirements aatlocation recommended (paragraph 106).
In submitting Finance Form 11 the Ministry of Pulililities will state whether its executive
capacity is adequate to implement the proposals thus submitted, after takingt adsu
commitments for maintenance and other works not comitigjmihe head Public Works
Non-Recurrent If the Ministry of Public Utilities statestlit will have surplus capacity,
]Ehe Cabinet will consider how best to use it beanmmind the limitations imposed by
inance.

Embarking upon works which are to be carried optsuvised by the
Ministry of Public Utilities

108. After the allocation of funds by the Cabiribg first stage in the preparation of
plans for a new Government building or major extension or othet iwahe submissioby
the commissioning department of a schedule of what isresjun the case of buildings, for
example, this will show the number and approxingite of the rooms required, and their
purpose with an indication of how they should be grouped fovesient working. The
schedule of requirements will be forwarded, through the Mynistncerned, to the Ministry of
Public Utilities. Once the Architects and/or Engineers have worked outpitediminary
sketch plans, in full consultation with the department concernedoltbeing will be for-
warded to the ministry concerned by the Ministry of Public Utilities;

(@) the proposed layout;

(b) sketch plans;

(c) a schedule of qeng_ral specifications indicating the materials and form of co
struction proposed;

(d) a detailed estimate of cost;

(e) bills of quantities—when available.

_109. The ministry concerned will then examine these plans and if satigifiediirm
its acceptance of the plans in writing and return them to the Mirs$tBublic Utilities
(through the Medical Authorities where buildings are concerf@dsubmission to the
Minister of Public Utilities for final authority to proceed with the works
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110. The Ministry of Public Utilities will not accept ahake any other than minor
technical modifications to the layout agreed with the cassimning department after it has
been approved by the Minister of Public Utilitiélsany other than minor technical modifi-
cations come to the notice of a commissioning departritemi] forthwith report the matter
in writing to the Ministry of Public Utilities witltopies to the Ministry of Finance and the
Principal Auditor. If tri exceptional cases, in tHevelopment of the working drawings,
substantial variations from the proposals apprawethe Minister of Public Utilities are
found to be necessary, the Minister of Public Wik, approval must be obtained and he
shall not give this without prior reference to thaistry of the commissioning department
(and the Ministry of Finance if variance to the BEwsited Total Cost is involved).

111. Once anew work is included in the Capital Expenditdstimates the Ministry
of Public Utilities may either cany out the workéif or arrange the letting of contracts
after Tenders Committee procedure has been follopwexided that no more is spent in
each financial year than is authorised for thatry&tawill normally be the case that the
work will be so planned as to start at such a tihag it may continue uninterrupted until
completed, thus keeping within the financial limitations not only of therastd Total Cost
but also of that part of it shown as provision ttee year in question,

Economy in Buildings and Works

112. The Ministry of Public Utilities shall ensure:
(a) that the maximum economy in design compatilitl the retention of sound
building standards and the needs of the commissioning depdrignebtained; (6)
that the type of building proposed is suitabletfa site selected; (¢) that maximum
standardization of building materials is achievéd); that considerations of
architectural merit are not lost sight of in therquit of functional convenience.

CHAPTER VIII

FINANCIAL DUTIES AND RESPONSIBILITIES OF PUBLIC OFEERS
Accounting Officers

113. Officers responsible for controlling the variouste® of the Estimates, as listed
in the Estimates, are Accounting < HTicers (in most cases they aredfatgmrtment). The
concept of the Accounting Officei is important. chaical knowledge of accounts is not
necessary to enable the Accounting Officer to dischigself of the responsibility which
his signature implies.  An Accounting Officer canwlelegate responsibility.  All he can
delegate is work. He assumes full responsibilitytfoth the work which he personally per
forms and the work which he delegates to his suinatés. In other words, although the
Accounting Officer has-and must have-accounts staff to exercise in detail functions of
financial control, this in no way relieves him afyaof his responsibilities. He is, in fact,
held personally and pecuniarily liable to the Léafisre through the Public Accounts Com
mittee for the administration of the votes for gervices under his control. If the affairs
of his department or office are under discussioritfgyPublic Accounts Committee, he
appears in person to answer their questions.Hisisluty to see that the votes are not over
spent, any records which may be maintained by tbeointant General being, for this
purpose, no more than a secondary check.

114. The Accounting Officer is personally responsible for the regularity of all payments
authorized by his department or office; that is&y he is responsible for seeing that all
payments made have behind them authority which ifarquired, be referred to in their
justification. Although this responsibility is amportant one, in any well organized de-
partment or office unauthorized and irregular pagteeshould be rare. A more important
responsibility of the Accounting Officer is to emeuhat the functions of the department or
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office under his control are exercised on the negstnomical lines. This means that it is his
duty to ensure that the activities of his department or office withiearttist of approved
policy are carried out without waste, the monies voted to it beingadiliz the best possible
way. It is part of the functions of the Public Aceds Committee to draw attention to the
existence of wasteful expenditure where it finds it &re Accounting Officer must be pre-
pared to defend himself on such charges when heaapfpefore the Committee.

115. To sum up, therefore, the Accounting Officer is oasfble:—

(@) forthe authorising of all payments from the votefsinds under his control; for
furnishing his ministry, the Accountant Generak Ministry of Finance and the
Principal Auditor with any information called for concerning finance pacts

(c) and stores;

for ensuring that the work of his department oiia#fis carried on within
(@ the framework of approved policy, without waste;
for maintaining his departmental accounts and financial records indacmer
©  with the detailed instructions issued by the Minigif Finance;
) for producing his financial, accounting and stomesords for audit ;
for arranging a system of internal checks and mmaecontrol covering all
aspects of revenue and expenditure (including beloavline transactions),
cash, stores and government property within hjzadenent or office and
for ensuring that it is adhered to rigidly.

116. As regards revenue and other receipts for hwhis department or office is
responsible, the Accounting Officer is held answerable to the Legislatotggththe Public
Accounts Committee for ensuring that the approweiesn of assessment and collection is
carried out, that the approved revenue register&ept and promptly posted, that appropriate
action is taken in cases of arrears, and that grosaueveceipts are duly paid to the Treasury.

117. Whilst all vouchers covering payments receiveadditional examination by the
Accountant General's staff, and payment is effettgdor via, the latter, this in no way
relieves the Accounting Officer of responsibility for his votesiaigdhis duty to ensure that his
(rjefcrords of expenditure coincide with those of thecduntant General, or to report any

ifference.

118. Whilst the responsibilities of an AccountingfiCer are set out briefly above,
some supplementation is required and this is ginea formal letter from the Minister of
Finance, pro-forma at the end of this Chapter.

The Accountant General

119. The Accountant General is the responsible@ffof the Ministry of Finance for
tr}e accounting arrangements in all ministries aepadtments. His general duties are, inter
alia: —

(a) to see that a proper system of account is edteblin every ministry and
department of the Government;

(b) to see that proper arrangements are made éosdfe keeping of all public
moneys, stamps, securities and valuable documents;

(c) in case of any apparent extravagance or ofegparent defect in the pro-
vision for a charge owing to the exhaustion or abseof a vote, to call the
attention of the Ministry of Finance in writing tbe matter;

(d) to exercise general supervision over the readipublic revenue and as far as
possible to ensure its punctual collection; and to egergéeneral supervision
over the expenditure and other disbursements ofeGuouent.
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His particular duties are, inter aliat

(i) to bring promptly to account, under the properdseand subheads of
accounts, all money, whether revenue or other receipts,imaidhe
Treasury or accounted for to him;

(if) to exercise supervision over all the officers of his departmenisted
with the receipt or expenditure of public money, and over the sub*
accountants, and to take precautions, by the maintendnefficient
cheeks, including surprise inspections, against the occurrence of fraud
embezzlement, or carelessness;

(iii) in regard to payments made by him, to take chat ho payment is
made which is not covered by proper authority expressedferred to
on the voucher relating to it;

(iv) prompdy to charge in his accounts under the proper readisubheads
and accounts all disbursements of the Government, whether expenditure
or other payments;

(v) to render the accounts for audit and to prepare the Financial Sti&demen
and Returns.

120. Certain of the Accountant General's officass entrusted with the day to day
receipt, cv"stody and disbursement of moneys orbbmalf. In the Accountant General's
office itself this is done by the cashier and ie thistricts by sub-accountants (District
Officers).

Sub-Accountants

~ 121, A sub-accountant is an officer who is entrustedhwiite receipt, custody and
disbursement of public money anit who is required to keep abwashin the form directed
by the Acj<x>untnat General. A sub-accountamtldirnish a copy of this cash book, as
required ijpy the Accountant Genera), fully suppdrby vouchers to be embodied in the
goverameytJt's final accounts.

Finance Officers

122. Finance Officers are appointed to each of the rdajpartments to serve their
Accounting Officers relieving them of much of thmutine work, whilst at the same time
keeping Uji close liaison with the Ministry of Finee,

Their duties when so appointed are:

(a) to be financial advisers to their Accounting Officers;

(b) to take charge of und organise the finance divisiointheir departments;

(c) to ensure the correct financing (provision of fundfsdepartmental ﬁolicy
with all safeguards against waste and loss. Shib@dpear that there is
insufficient provision in any subhead to meet current or future needs he shall
immediately draw the attention of the Accountindi€Hr to this matter 50
that the necessary application for additional psmn is submitted to the
Ministry of Finance;

(0 ]'Eo ensure that public revenue is collectednmptdy and properly accounted
or;

(e) to ensure that all financial regulations are obsérand that directives from
the Ministry of Finance are implemented;

() to be responsible for the maintenance of proper systems of acootioisly
in headquarters but in every branch office and &kensupplementary re-
gulations for control purposes;

(9) to exercise supervision over all officers of their departments entrusted with the
receipt or expenditure of public money;
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(A) to ensure that the accounts are properly kept by making pers@uiisciind
arrangfmg other checks, including surprise inspestioto guard against
irregularity and fnmd. A resume of the creation fofance divisions in
government departments is reproduced at the ettdso€Chapter.

0] KJC 5888fitn§e(5i1tﬁgercsé}ses of carelessness oragamance in writing to their

(/) to ensure the prompt submission of all finaheéurns on their ue datﬁs L.e.
Estimates, Revised Estimates, Arrears of Revenue or anyretiens whic
may be required.

Revenue Collectors

3..A revenue collector is an officer, other tipaaub-accountant, who js entrusted
off?‘(:laei receipt rﬁcencesk%o k{ rt'Ee collection of some dorm o* revenue,

12
with a
Ho Is required to keep a ca 00 recordcl)n_q a\?mmee@wed ar%thelr lodgement in

e

Imprest Holders

124. An imprest is a sum of money advanced to dicesfto enable him to effect
payments on behalf of government which cannot bevewiently effected through the
Accountant General or his sub-accountant. The effis required to keep a cash book
recording full details of all payments made and tesam all payments at regular intervals as
required by regulations.

PRO-FORMA LETTER OF APPOINTMENT TO AN ACCOUNTING G#CER

_ (to be issued annually)
Sir,

| am directed to inform you that you have been apgdithe Accounting Officer
for all votes and accounts to be accounted for by.the.............evviiiiiiiiiiiiiiiiiiieeeeeeeeeeee,

2. The responsibilities of an Accounting Officee amportant and varied. They are set
out briefly in paragraphs 1.13 to 118 of Chapter VIII of The Cémifdublic Expenditure
handbook but what is said there needs to be supplemented. It wikhdhat paragraph 113
stresses the personal responsibility of the Accounting @ffior the proper conduct of
financial business. Thus, his most obvious duty is to ensure that fieefpabs entrusted to his
care are properly safeguarded. The precise arraerﬁrjerm be made will depend upon the
circumstances of the department, but they should iablgriinclude, without regard to
p?frsonal considerations, independent and effective cloéclsh balances in the hands of any
officer.

3, Itis equally part of the duty of the AccourgiOfficer to ensure that the funds
entrusted to him are applied only to the purﬁoses intthgiehe Legislature. He must satisfy
himself, for instance, that any payments authortsetiis department or office are both within
the ambit of the vote and also covered by spestfitutory authority where necessary; and that
the approval of the Legislature has been soughtydy of a Supplementary Estimate or
otherwise, in ail cases where it is appropriatddeso, €.g. in connection with a service not
contemplated when the original estimate of the depent or office was drawn up. The
Accounting Officer is answerable to the Public Accounts Cdtemfor the formal regularity and
propriety, In the senses described above, of all the expenditué the votes for which he is
responsible. Similarly he is expected to ensusat #ilequate machinery exists for the due
collection and bringing to account of all receipfsany kind connected with the votes and
revenue heads under his control.
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4. If any questions are raised concerning the propriety afrticplar payment, the
Public Accounts Committee may seek the views of the Ministry of Eand they Wi
normally wish to know whether the Ministry of Finanwas consulted. On all technical
matters affecting the accounts, and on any matters touching the proprietgaladity of
transactions, the officers of the Ministry of Finance are available tmbsulted; .and it is
an important part of their duties to give advicesanh questions. The A'cfcwffiTOfe-'Officer
should, therefore, regard it as part of his responsibility sarerthat before his department
or office enters into any transaction the regularity of which may be daltpaestion, the
advice of the Ministry of Finance is sought. The advice of the Mynisbwever, does not
absolve him from his forma) responsibility as Accountirffic®r; and he should, therefore,
also make sure that any issue of sufficient importance to call in questioesponsibility
should be brought to his personal attention, elveagh the advice of the Ministry of Finance
may already have been obtained.

5. The above paragraphs scl out the duties of an Adoog Officer in regard to
accounting for the regularity of e>;penditure from hiteg and the avoidance of misappro
priation ic the strict sensematters which are capable of formal definition. It should be
emphasized that any dereliction of duty in this respect maydesmadecommendation by the
Public Accounts Committee that .expenditure already incurred shodiddi®wed. If this
should happen, the doctrine of personal accountalnii@ans in theory-and it has been
known to happen in practicethat the Accounting Officer is liable to have to dgfthe
expenditure from his own purse. Jt is for this reason that as will bérsparagraph 9 of
this letter, a recognised procedure has been devetogmdtect an Accounting Officer
should he be over-ruled by his Minister in a matter which may layopien to a financial
penalty. In other words, the duties of an Accountdfficer are far from being merely
procedural, recounted here simply for the sake of fatmy form an integral and important
part of his practical date-day responsibilities.

6. In fact, these practical dudes are embraced in a much wider conception of an Ac?

counting Officer's “responsibilities, witich springs* "from the basinception underlying
government financial procedure arut organisation. This is that duel reeyanever be paid
to financial coiisidera-jijarig if finance and administration are divoread finance is kept
separate from other*fJSBjftwhichCenter into £plfcjr decisions, thgdito all government
activity that finance ~'regarded as an essential element to the considér&aanpolicy
guestions from the Outset; arid the administrative head of departraenbhrake sure, as a
prerequisite of efficient: andeconomical administnatthat financial considerations are
taken into account at all stages.by his department oroffifranming andi reaching deci
sions of policy, and in their execution. It is for "thémson that it is the general rule that the
head of the department is the Accounting Officer: the Accounting Officst ineuprepared
to answesr for the efficient arid economical conduct of the departmeiVhsle, and the
only officer who is in a position to do that ii its 'head,

7. As part of this general conception, the Principal Auditor is specifiealbpuraged
to bring to the notice 6f the Public Accounts Committee angatapparent waste and
extravagant administration; and this Committee expects the Accounting Offaaidfy
them that the policy approved fey the Legislature has beeedaut with due regard to
economy, and to famish them with explanations of any examples twittrary to which
their attention has been drawn.

8. From this description of the duties of an Accountingdeff it will be clear that the
head of a department or office has ultimate responsibiiey a wide field; and that this
overall responsibility clearly cannot be carried ontess he is supported by a sound or-
ganisatioa which permits of proper delegation ofafutFor this reason it is one of his
chief duties to make sure that the department or ;offfee isieeghand staffed on sound
lines. In particular, he should pay special attention to the organisation dirysiaboth
the financial and other branches of the departroenffice, and should encourage the
closest liaison between them; for these branches agarticular responsibility on his
behalf for seeing that there is a proper usd of the ptiblids with which the department
or office re entrusted.
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9. This letter would not be complete without reference to two further pdimmsy
sometimes happen that an Accounting Officer disagrees with his Ministeaupatier of
importance affecting the financial administratidrhes department or office. In the first
place, the Minister may seek to insist upon impletimg policy in a manner which the
Accounting Officer regards as entailing expendituneacscale, or in a direction, which
could lay him open to criticism.  While it is, of course, the duty oAezounting Officer
in the last resort to obey any instruction given to him by his Ministernonetheless his
duty, as has already been stressed, to do everything in his paeertttat the administra
tion of his department or office is carried on witfi@éncy and economy. He should,
therefore, not hesitate to represent his objection to any course of abtith he regards as
inconsistent with that duty, and to pake on record hagdeement with any decision which
he may find difficulty in defending, as a measuf@udent administration, before the
Public Accounts Committee. Having done so, he must nevertheless, if théeMinikeres
to bis decision, accept it; in which case he should support his<defenceaofitimetaken,
if need should arise, by reference to the policy ruling giveribiimister.

This assumes, of course, that the instruction given is not in donitit any law,
for example, an instruction to build a new airfiloim the Public Works Annually Recurrent
provision for "airfield" or an instruction to build sit\ge across the Belize River when there is
no vote for this purpose under the Public Works Non-Reottread or an instruction to
continue the agricultural extension programme when funds so fadpdohave been fully
committed or spent would be illegal; and the Accounting Officer could not oatrthe
instruction or authorise payment vouchers therefor, nor could thesuFyepay such
vouchers if they were presented.

10. Alternatively, the matter which is the subject of the Accounting Officeotepr
may be one which involves his personal liability on a questionrofdbregularity or pro
priety. In that case he should (as indicated in paragraph 5) act orethevhith have been
recognised as appropriate in such circumstancesbe should, not only set out his objection
to the proposed expenditure, and his ground for it, in writing/but(iddlonly make the
payment upon a written instruction from his Ministeer-ruling the objection. Finally,
after making such a payment, be should inform th@d¥fy of Finance of the circumstances
and should send copies of the papers to the Principal Audituided that this procedure
has been faithfully followed-but only on this condition-the Public Accounts Committee
will no doubt acquit him of any personal responsibility for thpesaditure.

11. The second matter concerns the relationship between the Accounticey @ffd
the Ministry of Finance. Attention has already bdeawn to the role of the Ministry in
advising upon technical matters. It only remains to adthowt prejudice to the personal
responsibility of the head of ;i department or offioe the efficient conduct of his own
administration, that the Ministry of Finance mayeof be able, by reason of its central
coordinating position, to give helpful advice iretaxercise of that responsibility in its
widest aspects. Itis, indeed, an essential part of the present-day acamoégtvernment
organisation that there should be the closest contact and co-operation at all levels between
departments or offices and the Ministry of Finance.  Aodunting Officer is therefore
encouraged, and should encourage his own subordinateakéothe fullest use of this right
of consultation. Provided that he does so, and peavithally that, over the whole field
of his duties as they have been set out in this letter of ajppeint, he does not fail in a
due exercise of bis own commorjsense and admirnNgraxperience, an Accounting Officer
will be considered to have discharged himself of his respity.

| am,
Sir,
Vour obedient servant,
Financial Secretary
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RESUME OF THE CREATION OF FINANCE DIVISIONS IN
GOVERNMENT DEPARTMENTS

(The creation of finance divisions was approved by Executive CoimBiecember
1963. In doing so it recognised that, while the aim issialdish finance divisions in major
departments, this cannot be achieved overnighti@aeshortage of trained personnel.)

The purpose of this circular note is to describe place which finance divisions
shall play in the machinery of government. By wdyirdroduction, however, the main
object of this change is to promote greater effecienchémntorking of the Administration,
and that in two ways-

(a) by relieving heads ot departments of a vergdaamount of routine work.
They wil! have by their sides trained Finance Offscgpecialising exclusively in
financial and stores matters, who will be subjecindependent supervision by the
Ministry of Finance, "i his situation, while not relienj heads of departments of the
ultimate responsibility for these matters (that p@ssibility will continue
unimparod), will enable them to delegate a very significant amourdutine work,
thus leaving them freer to concentrate on theihmécaltasks;

(b) by improving the system of control of publicpexditure and stores. In future
these matters will be administered by speciallyngdiindividuals having direct links
with the Ministry of Finance, operating a clearly defined set of instmstiand using
methods which will be uniform for all departments.

2. The finance divisions shali in practice be the nseahereby the system of control
of public expenditure described in The Control obRc Expenditure handbook shall be
implemented. This would have happened even if ih@nfce divisions had not been insti
tuted; with their introduction the wiving of timexd energy for the senior technical officers
of departments should' be very significant, anid ib be hoped that this saving will lead
directly to a considerable stepping up of the termpexecution of the substantive work of
departments, both recurrent and capital.

Organization of finance Division

3. The first task of a newly appointed Finance Offiaélt be to organise the finance
division. In doing so he will be working with theiiglance of the Ministry of Finance, the
Accountant General's Department and the Audit Diapamt. In carrying the reorganisa
tion through he will inevitably come into confliatith previous methods, and perhaps with
personalities. His task will not be an easy one, andih@&ed all the support which can be
given to him—he will certainly have the full support of the Matiy of Finance and the
Cabinet.

Broadly speaking, the finance division will be divided into two branches: one glealin

with financial matters and the other dealing witbrss.

Status of Finance Officers

4. The career prospects of all the Finance Officers (il@ffiters designated as such)
will normally lie in the financial field. While serving in a department they shall be reigi®ns
for watching the financial and stores interestshat department and will be responsible
to its head for the efficient discharge of their dutiesatTik to say, their primary loyalty will
be to its head-their task shall be to serve the interests and to admiris the needs of the
department within the restrictions imposed upon therthbyfinancial system of the gorre
ment.

5. But for the purposes of promotion and disciplineythwill form part of the public
service. Confidential reports on Finance Officeill e therefore submitted by the head
of department to the Public Service Commission dlgitothe Ministry of Finance which
will comment on their suitability for promotion. €lr technical work will be supervised by
the Accountant General. Theylivhave close and direct links with the Ministry oh&hce
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which will be responsible for ensuring that the advice they giveedAtitounting Officer is
sound. It follows that an Accounting Officer should ad¢bp advice of his Finance Officer on
any matter within the latter's province; in particudar Accounting Officer should accept the
advice of his Finance Officer on any matter touctonghe expenditure of public funds which
have been appropriated to his department by vote or by laar. #infy reason the Accounting
Officer rejects the advice of the Finance Officer, disféo observe it, he shall signify this
decision in writing to the Finance Officer, sending cop@ghie Principal Secretary of his
ministry, the Permanent Secretary Finance, the Atmou General and the Principal
Auditor. Since the Accounting Officer is responsiblltimateiy for all the administration of
his department, the Finance Officer, in such a situatgbrall be obliged to follow his
instructions. This procedure will operate in théehest of an Accounting Officer, since it
will be he who will account to the Public Accou@emmittee for all expenditure made by his
department, and it will be he who will be open tocharge if the Committee is not satisfied
that the expenditure was properly made. It follows thas desirable for an Accounting
Officer to have the tacking of the Finance Offieerd the Ministry of Finance,

6. It is clear from the foregoing that the Financéic@r will not be in a position to
exercise a veto on operations in a department ortérfere in any way in matters related to
the general technical function of the departmentieed, once the departmental policy
intention has been laid down by the proper autldrie. the Minister in consultation with the
head of a department) the finance Officer's jod b to see, to the best of his ability and
within the structure of the government's systenfiodncial control, that it can be and is
financed. His task is solely to ensure that whatevbead of department wants to do, if it
involves the spending of public funds, is done accorthnipe financial regulations and with
the maximum of economy. In other words, he perfoitmessame function within a department
as the Ministry of Finance does within the governinags a whole. And just as no proposal
involving the expenditure of public fluids can beitpto the Cabinet except with the
concurrence of the Ministry of Finance, so no daparttal proposals involving expenditure
should be formulated except in consultation witle thinance Officer. But he, like the
Ministry of Finance, is not so much concerned wikth substantive nature of the proposals
as with the questions: Have we the money availatfle®t, can it be obtained? Are tile
estimates accurate? Will we obtain maximum valueoieor money? What safeguards have
we against fraud, waste and loss? Is there authfmitthe expenditure?

7. In order to preserve the efficiency of the Finandec@®is, they will as far as possible be
transferred to other departments at regular intervihis will involve no dislocation, since
all Finance Officers, in whatever department, wil dperating what is basically a uniform
system.
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APPENDICES

APPENDI X | Specimen Finance Forms 1 to 15 Finance Form
APPENDIX I Specimen Memorandum of Application 1 Specimer
Reallocation
Notes on Keeping Vote Control Book
APPENDIX i Ping GOVERNMENT OF BRITISH HONDURAS
APPENDIX IV Requisition to Incur Expenditure
Department.....................
Reference .......ccooeveveveeescecennenns
Date.......oooveiiiiiinnn,

APPLICATION FOR ADDITIONAL PROVISION
REALLOCATION/ADVANCE PROVISION ON
ACCOUNT OF CONTINGENCIES

The Permanent Secretary Finance,

Thro' the Permanent Secretary of Ministry.af.............c......zmm--

| apply for the additional provision detailed belofar the reasons described in the attach
memorandum,

2. *| certify that the savings offered are aablle and will not be required or used 1
the purpose for which they wer« originally provided

Signed
Title of Accounting Officer ..........ceevvvnnnnn.
Provision already sanctioned *To be re-
Year allocated
Of Head |Subhead|Annual [Approved Reallocation |Additional from
Account Esti- or Supplementary Pro* |Provision
mates vision required
Sub-
$ Warrant | Plus or $
No. minus $
Ministry....
Reference
Date ....oooviviiiii

Forwarded and recommended.

* The Ministry's comments are set out in the accawyipg letter ref
(o 1= 1 1= To I

Permanent Secretary
MINISTRY
* Delete as necessary
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Finance Form 2

GOVERNMENT OF BRITISH HONDURAS

(Provisional) GENERAL WARRANT  No. of 19

To the Accountant General

You are hereby authorised and required to pay during the finaeciallst January to
31st December, 19 , the Personal Emoluments, Pensions, Allonemte3ther Charges

specified in the Schedule hereto uiinexed as they become due inaameowith the Laws
and Financial Instructions of this Government.

2. And for so doing, this, together with the Aaats, Certificates, and Acquittances
prescribed in the said Laws and Instructions, $fejlour sufficient Warrant and Discharge.

Date.......cc.evenen. M|n| ster of Fmance
SCHEDULE
All items provided in the attached Approved Estimates of RevandéExpenditure
as passed by the House of Representatives on the y of da 19

save and except the several amounts shown undee#lis and subheads enumerated below
which are hereby reserved subject to and until the approval of thstéiof Finance of a
requisition to incur expenditure submitted by the Accountinfic&fconcerned.

Copy to the Principal Auditor
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Finance Form 3

Specimen
GOVERNMENT OF BRITISH HONDURAS
SUPPLEMENTARY ESTIMATES WARRANT
No [©) S

Tor s

The Accountant General,

You are hereby authorized and required to pay during thecislayear 1st January,
19 to 31st December, 19., Uie Personal Emoluments, Pensions, Allowances and Other

Charges specified in the Schedule hereto annexed, as they become duedanaecaith
the Laws and Financial Instructions of this Government.

2. And for so doing, this, together with the Accounts, Geatiés and Acquittances

prescribed in the said Laws and Instructions, slellour sufficient Warrant and Discharge.

Date.

Minister of Finance

SCHEDULE

All items provided in the attached Supplementary Estimates of Expendituediubeh
as passed by the House of Representatives an the

Copy to:

The Principal Auditor
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Finance Form 4

(Supplementary Estimates Warrant.NO.............ccccvvvveeneee. of...

To:

Copy to:

The Permanent Secretary of Ministry.af,

(Your reference

GOVERNMENT OF BRITISH HONDURAS

SUPPLEMENTARY PROVISION ADVICE

Specimen

Supplementary provision «it out below has now been approved.

2. You are authorized to incexpenditure accordingly.

Accountant General.

Date .
Year of Head Subhead Amount
Account $
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Finance Form 5 )
Specimen

GOVERNMENT OF BRITISH HONDURAS

CONTINGENCIES PROVISION
ADVANCE WARRANT

No.............0f...
To:

The Accountant General,
You are hereby authorized and required to pay from ContifggReovision during

the financial year 1st January, 19 to 31st December 18 suims set out in the
Schedule overleaf as they become due, in accordance with the Laws amiaFinan

Instructions of this Government

2, And, for so doing, th together with the Accounts, Certificates and Acquittances
prescribed in the said Laws and Instructions, shalbloe sufficient Warrant and Discharge.

3. This provision will lap?* at the end of the current finanyear.

Minister of Finance.

Copy to:

Principal Auditor.
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SCHEDULE

rized

1. Pr¢ ion
| Au

Subhead

MINISTFRS
f
|

APPLICANT'S

Finance Form 6

Specimen
GOVERNMENT OF BRITISH HONDURAS
CONTINGENCIES PROVISION ADVICE
\Contingencies Provision Warrant)
(No.... of )
To:
Copy to:
The Permanent Secretary of Ministry of,
(Your reference ... dated )

Anp “‘advance’ provision 45 set out below, on account of Civil Contingencies has now
been approved, pending consideration of a Supplementary Estimate. You are authorized to
incur expenditure accordingly.

Accounrant General.

Year of

Account Head

Subhead Provision

Application
initiated
by

M.F.
File No.

R SR

Year of
Account




Finance Form 7 Specimen

GOVERNMENT OF BRITISH HONDURAS g
o
<
REALLOCATION WARRANT 3 . e
&Q )
[y AR, .. 31 S - g g
To: et T L e . o
£ 3 .
The Accountant General ,E §
3
The sums set out in the Schedule overleaf are hereby reallocated in the manner shown, Sl (B S e i
2. You should now issuc Finance Form 8 to the officers authorized to incur the §
expenditure, copies of the form being also sent to the Ministers concerned. s}
Signed............ .. T E i
Minister of Finance. §8
Pt
e,
Date e L e
Copy to: § =T
py to: - IS
Principal Auditor. N E WS [
= SR . S
Q 3
) = §
3 &
@ 5
‘, T et e - S o i i 28
: g
5 |
& |8
®
R
"y
£1,
2E”
%
g § a g
T8
&




Finance Form 8 Specimen

GOVERNMENT OF BRITISH HONDURAS
REALLOCATION ADVICE
(Reallocation Warrant': No................... (o] T )

To:

Copy to:
The Permanent Secretary of Ministry Of-.......... .o e
(Your referencCe.......cou i dated,.................. )

The reallocation set out below has been approved. You are authorizedrto in
expenditure accordingly.

2. Please return the duplicate copy of this Warrant, certifying that the amosho)
below have been recorded as reductions in your Cotetrol Book (s).

Accountant General.
Date.

Head Amount Reallocated
$ From Subhead To Subhead

To;
The Accountant General,

| certify that the amount ($): shown above have beenrded as reductions in my Vote
Control Book ($),

Date,.,..cccooviiiii
40

Finance Form 9
Specimen
GOVERNMENT OF BRITISH HONDURAS

EXCESSEXPENDITURE
To:

Financial Year 19.....................
My books have been closed.

2, They reveal excess expenditure on the followirgheads whicyou control.

Head Subhead Excess Expenditure

3. Immediate action should now be taken to cover the exceséxpen

Accountant General.
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Finance Form 10

GOVERNMENT OF BRITISH HONDURAS

ESTIMATES OF REVENUE DEPARTMENT
1 !
| l 19 Estimate : 1
] (Cirrent year) | §
‘ ! F
| | e | w
: i (e . : ) r
“ - ’ o e i Reasons for any dif- ! ; L I, I Reaa_wm for
| Subhead ! ‘:' verwz . Approved | Revised Jerence berweent | Esrimare {forth- | any difference
Fee | - { ﬁ;;'éym. mey :' s ] { d & (e) ! coming year between
| | dast year) | $ : $ i s &) & (@
H t 5 3
i 5 !
- f |
I Q z
| f
| i | | | |
| i ‘ | % !
! é i
| i | |

Title........ N

Finagce Porm 11 Ministry of.*_.....__.,,.A..._......,,A-_.._,_...._.,_..w...,_.‘,
GOVERNMENT OF BRITISH HONDURAS
co .. W
CAPITAL BUDGRT 195
EsTIMATES OF EXPENDITORE HEAD
9 i = ! i 3 1 7
) ,’ @ 1 3) @ | ® ® @ | ® (L ® | ao ! ‘
Cwrrens Esti- | Chapter | Description | Approved | Aciusl | Resioed Balance | Esti i j . ! e e,
= ad: o } | - 4 ofm : %:Jm_z' | &l:;ce : Apfroved " (E.:mrfalej.r_i 19__";._]. } Remarks
No., | paragraph | Total Cost | ture to I ture approved ; to be re- ! ved | (C i i i
© reference | : L S X 9. ! Estimared ' viced 1z | app:gr ¢ ::z‘\" ! s i
D In develop. } | (Close of | (Curren: | Yozl Cosr | | proposed S " ;
| ment plan ’ | | previous | financlal | available j Revision | } ¢
I 4 | financial | year) | Jm4— | of) | { -,
! | | . 5) s+6 Estimated | | I
g f i : Total Coss | |
| ! % , § ~ . ; avatlable | i i
H ! ! s s 3 { 3 ,
H H i h 5 ] |
! | | ! | :" ! l '
| | f r ; i | | l |
} ) £ i i ! ) f |
NOTES: SIGNED ...
DESIGNATION _. ==y s s
’ DATE i

has already been effi d by a Reallocation

Warrant or Suppk ¥ Estimate or Contingencie. Adhea. insert in clumn 8 the revised Estimate Total Cost approved with a reference in Cohunn 12

to RW. + or—§ » SE + 8 CA +§

If a revision of Estimated Total Cost is BDow beiugpropoudquoﬁe;ufer-mcein(:olnmn 12 to where i i i
- Pl of the (o 2 £ res o 0 W equivalent savings are to be found, or to Ministry of

Column 9—1If column 8 is blank, column 9 will be same figure as colomn?.

If there is a figure in columm 8, column 9 will be §—{5 4 63,



& Specimen

Finance Form 12. GOVERNMENT OF BRITISH HONDURAS

REVISED ESTIMATES OF REVENUE 19 ..
- = T ]
; 3 : R l
‘ ! ! 2 l 3 I a i
| ctuall S11] ad Total i .
l ! - ! Aeroved | el o FRevenue | of columns | Explanations of I:crease
i Subhead i Revenue i Estimate | from 1.1 ol e | | o ileanas
o l ot - Bt Il Lro31a2.. . | ;
ILast Year | | . ‘ i
! L @ e i e i 's ' ts
N s - s | s ‘ |
f ; | |
: !
: |
: !
| i |
! i : |
i i | |
| : | | Net Increase $
i ? i { Decrease $
i > : s
i ! ,\
{ TOoTAL. .. { !
i il _
Signed. ..

* To nearest doliar

Finance Form 13, Specimen
e e
REVISED ESTIMATES OF EXPENDITURE I e
Hpap:
) 1 T 2 | 3 T a : 3
J Actucl i Approved ! Actual i Estimated Total
Subhead | Expendinre i Estimares { Expenditure Expenditure | of colurnrns ! Explanatiorns of Increase
| 19, : 3.0 SN, | from 1.1 ... | 3 and 4 \ or Decrease
! Last Yeqr | ! 20 30.6..__. !
- IV | -
l bt - ,' -5 [‘ e 8 ;
v ] i H [
| | |
& ; | | ! f
; .' : | |
f ! H t t
! ] i | i
| i : i
¢ f
[ | ’ f | ;*
| I i 1 H :
, 1 i | ! :
1 ; ! i : %
| i ! !
N | ‘f ,i ' - -
Torar ... | } l ! i Net Increase S
r! ! | { { ! Decrease §

* To nearest doliar

Date... ... .. S SN s
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APPENDIX H

SPECIMEN MEMORANDUM OF APPLICATION FOR REALLOCAT1ON
Head 29. Public Works

Application for the reallocation of a sum of $  from subhead-3-Travelling anc
Subsistence-to subhead 10-Stationery and Incidentals.

(@) why funds are exhausted vnder subhead 10: Fuadisled were in respect of
normal requirements which have all been met to-date;

(b) why additional provision . s required: To meet céR0® special filing jackets
' (visual brand) for keeping of vote contro! records;

(c) why the need could not Iwe been foreseen when the estimates were framed'. The
supply of these special filing jackets is a recomdation of the Report of the
Committee to enquire in-.o0 the Organization andidds of the Public Works
Department recently published and accepted by #igr@ét and "requiring im
mediate implementation"

(rf) why funds can be made available from subhedt@vision had been made under this
subhead for travelling of engineers resident in Belize City to inspextswno
progress in the Districts. With the recent posting of an Assistant&rgmreside in
Statm Creek Town, however, less inspection fronzBeLity is necessary. Savings are
therefore available under this subhead.

APPENDIX 111

Instructions for keeping i-'i>te Control Boelsee specimen | attached

No red ink entries should be made except when credit adjustmesreddrentries
are made. No pencil entries should be made,

2. All the information at the. top of the Vote Control Book pages should haybto
forward from folio to folio.

3. Cash Vouchers and Journal Vouchers should be stdahfiir signature by the
duly authorised officer and each entry in the Votnttol Book initialled in column 14
when the signature is put on the vouchers. On receipt of notificatiomofiWard Wight
and Crown Agents debits and credits appropriate entries will be made in the Vitrtel Co
Book and initialled by the duly authorised officer. Theiaétin the Vote Control Book
indicate verification of correct recording and thia¢ "Unallocated Balance" has been
noted. The duly authorised officer referred tohistand subsequent paragraphs are the
g\cgounting Officer or the officer authorised by him undher provisions of Financial Order

52.

4. (1) The amounts of anyadministrative restrictions, supplementary
Provision
Advices or Reallocation Advices .should be properly entered in the Prot#kick at the
top right hand corner of the page so that the fm@bision to date is shown, and corres-
ponding amendments to the "Unallocated Balancebiaron 13 should be effected.

(2) Similarly, the amounts of any allocation of funds received by Depatal
Warrant should be promptly entered in the Provi@totk at the top right hand corner of
a page-a separate folio of the Vote Control Book will be kept for eadthead of ex-
penditure for which Departmental Warrants are received.
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(3) Similarly, the amounts of any allocation of funds received bmptiG@gencies Advice
should be promptly entered in the Provision Block at theitdy hand corner of a pagea
separate folio of th;: Vote Control Book will be kept for each Contingencieiséddv
Reconciliation of the Treasury Monthly Statements with élevant entries in the Vote Control
Book.

5. All Department Warrant Holders are required to submit to the Accounting Officer
a certified list of vouchers authorised by the Dépantal Warrant holder during each
month, together with a simple summary of the poritf funds under the Departmental
Warrant.  Specimens of the form which the list and the summar{dstade are attached
(specimen (I). The, Departmental XVarrant holdesponsibilities in the process of reconcilia
tion are limited to the accurate und prompt rendition of the certified surmandrijst.

6. The Accounting Officers have all the information available in their oviinesf to
enable a complete, simple and effective reconciliatiadheif votes to be carried out, viz:

On the other hand
All payments authorised

On the one hand

The Treasury Monthly Statement show- \ | .
ing the date of payment, the departmental (i) by the Accounting Officer as shov
voucher number, the Treasu y voucher in the Accounting Officer's Vote Contr
number and amount in respect of each ~ Book

payment and journal voucher appearing (i) fay Departmental Warrant Holders
in the Treasury books. The statement  as shown in the certified summary a
will come to you direct from the Treasury, list.

Belize City.

7. Accounting Officers should keep a separakejticket for each subhead;

On the left hand fide of this file jacket
Should be placed the copies of the Tr
sury Monthly statement

On the right hand side of this file jacket

Should be placed the certified summary
ﬁn% list from any Departmental Warrant
older.

The front of each of these file jackets should be stdiskd as per specimen 111 attached.

8. The mechanics of vote reconcilation to be carnigday Accounting Officers arer-
(i) always work (i.e::shaust) from the Treasury Monthly Statement to your Vote
Control Book and to the certified lists from your departmentatamaholders;
(ii) identify by depart mental voucher number and amogech entry appearing
in your Vote Cot>;rrol Book or in the certified lishom your departmental
warrant  holders;
(iii) if the entries correspond, tick the entry on tlieaBury Monthly Statement
and enter the month in which paid in the column so described in\iatar

Control Book (column 9) or the certified lists fromaur departmental warrant
holders e.g. "1" for January, "2" for February,.etc

(iv) if an entry appearing in the Treasury Monthly Statement canndébtfied in
your Vote Control Book or in the certified lists from your departi@en
warrant holders, you should contact the Treasury ediately to find out
why and you should initiate and follow through whateadjustments may
be necessary;

(v) entries in your Vote Control Book or in the certified lists froourydepart-
mental warrant holders against which the column fiian which paid as
per Treasury Monthly Statements" remains blank, represese thouchers
authorised either by you or your departmental warrant heWieh for one
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reason or another have not yet been cashed. Investigathould be made of any
entries which have not been reflected in the TreasumntilipStatements within two

months (La, an entry in column 8 or 10 of your Vote @wBook dated 1st August

should be investigated if it does not appear on the Tred4omthly Statements for

the months of August or September);

(vi) A reconciliation statement should then be prepared in the following &md
filed in the relevant jacket:

Reconciliation Statement of payments authorised.to.........cccccvvvveeviiiieeeennnnnn,
under Head....................... Subhead...........ccccvvnnnnnnn.

A. TOTAL as per Treasury Monthly Statement

B. ADD in Vote Control Book or certified
lists not on Treabury Monthly Statement

Departmental Voucher No. Amount

C. DEDUCT in Treasury Monthly Statement
not in Vote Control Book

Treasury Voucher No. Amount Adjusted by
D.
E. TOTAL of:
(a) Running Total of Actual Payments as per
Vote Control Book (column 12)
(b) Payments authorised to 31.7.64 as per sum-
maries certified by | departmental Warrant
Holders:
Departmental Warrant No. Amount
F

(** Totals at "D" and "P" must agree)

9. When Accounting Officer.-* are satisfied that reconciliation has bffented, the
following certificate should be fufinished to the dauntant General:

"| certify that the Treasury Monthly Statements submitsdyfou for the month

o] 19...... have been reconciled with my Vote Control Books for
all the heads and subheads the control for whiah fesponsible as set out in
page............ of the 19...... Estimates."

This certificate is required from Accounting Offisgoersonally. Vote control is the personal
responsibility of the Accounting Officer listed in the Estimates.

General Make-up of Vote

10. In some cases, it is a good plan to record at theftihie page the make-up of the
subhead as budgeted-ferif however, the subhead is too complex to enable thie one
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11. The object of this information is to provide a ready referenamwuestions of
changes in the general direction of expenditure on a subhead are necesgaigy the
sample case illustrated in the specimen, should it be decided tlamsidre not required in
the year in question, then straightway it would be knowntkigasum of 5(50 was available
for other purposes within the subhead or for reallocaticanother subhead.

A clear analysis of the make-up of each subhead should be kdm Binance Officer a
separate file

12. AH expenditure including all commitments outstanding ttoe previous
year . . . .
that (_:g\ln be foreseen (either actual or the best estimate) will be entered at the first
possible ) o .
opportunity in the "Amounts Committed" column 6 sheommitting the subhead with
a

cl:(irresponding increase in the "Running Total of Commitm@ntstanding” column

and a corresponding reduction in the "Unallocated iBadacolumn B.

13. Departmental WarrantsAny sums allocated by Departmental Warrant must
e
?ntered individually in the "Amounts Committed" column 6 and the entry initibyed
e
Accounting Officer before the warrant is signed.

ind 1{1. Woodward Wight and Crown Agents IndenfShe estimated value of all

indents

g.e. cost plus freight plus 5 per cent of cost) must beredtindividually in the "Amounts
ommitted” column 6 ss soon us they are prepared and the dudyiaetl officer

S|gn_|n§ ) _ . :
the indent is responsible for seeing that this has been done.

15. Local Purchaseshnentry in column 6 should be made on preparaticthef
Local Purchase Order and before signature by the duly authorissst @tho will verify
the entry in the "Amounts Committed” column 6.

16. Stores Requisitions involving charges to a
vote-
be committed in column 6 at the time of
requisitioning.

-The best possible estimate m

17. Local Transport ChargesThe best approximation for local transport must be
committed in column 6 at the I;ime of requisitioning or otherwise at thiedjpportunity.
In the case of officers travelling by their owns&inance Officers should suggest a monthly
or quarterly sum for each officer for the approval of the ActingrOfficer over which the
officer must not go without prior reference to ieance Officer who can then commit
corresponding to these maximum amounts and adjust asasadaims are required.

18. Fuel Orders (-The Accounting Officer shall commit the best estemi
column 6 on the 2nd January annually, to cover Fuel Orders tottveriaed by his
Department/ Ministry during the year and shall review ¢oimmitment at least monthly,
against payments authorised and Fuel Orders issued but not claimeyl the Oil
Company, to ensure that the amount committed is adequate to meet all X
authorised to the end of the year. The Accountln? Offiékber responsible for setting
limits to thhe value of fuel orders which fuel controlliofficers wust not exceed in any
one month.

(i) Aternatively—where fuel is Furchas_ed from funds provided in a Departmental
Warrant instead of from a central allocation, ageanents may be made for fuel
controlling officers to send to the Departmental Warrant Hold#riwtwenty four
hours copies of all fuel orders issued. The Departmetatider will immediately enter

the value of the Orders placed as commitments in coluremc&ase the figure in
column 11, and reduce the unallocated balance in col@mancbrdingly.

(ii) As soon as possible {hereafter but in any caseeadtlonce a week the
Departmental Warrant Holder will prepare a detailed list ifdha of Specimen IV of
all fuel orderge-
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ceived, check the list against column 6 to ensurealhaommitments have been listed, and
enter the total of the list as a payment in cioumn 8, reducing columrdiicaeasing column 12
accordingly. The Departmental Warrant Holder will then forward tstetdi the Accounting
Officer. Copies of the orders are required to het kyy Departmental Warrant Holder. Copies
are not required to be sent to the Accounting Officeesmispecifically called for by the
Accounting Officer.

O'v), The Accounting Office) will open a separate Vote Control Book sheet to lednar
FUEL CONTROL, and on receipt of each list will entlee total shown on the list in red ink
in column 6 with corresponding increases in column 11 (in red) and odl@nGin black).

(v). When payment is made ix> the oil company icadance with paragraph 31,
entries will be made in column Ji(black) with a corresponding increasdumiedl.2(black)
and a decrease in column 13(biiac

(vi). No change will be madst: in the figure in coluthhwhen a payment is authorised, the
same figure from the previous line being broughwdan red. In this way column 12 plus
column 13 (both in black) will always equal colurbh (red).

(vH). In forwarding the momhly Ust required under pargdr® the Departmental
Warrant Holder will include the iota! of the list &ntered in column 8, showing nothing
in the column "Dept'l Vo. No." a ad the word "Fuel” in t@umn "For use by Accounting
Officer... .o HSper Treasury Monthly Statement."

19. Persona! EmolumentsAt the opening of the financial year, on the 1st of January
the amount of Personal Emoluments of all officers actually filliogtpon the 1st of January
should be entered in the "Amounts Committed" coludnn the "Running Total of Com
mitments Outstanding” column 11. The "UnallocaBadance" column 13 will therefore
represent the value of those-Personal Emoluments posts for which vaeaistiesnd should
be supported by a detailed list oi' the salariesd posts involved. Columns 6, 11 and 13
should be modified as and when changes occur iesteblishment, for example:

(1) one clerical officer at $2,280 replaced by one clerical officer at $2,760 wttTmean
a reduction in column 13 and an increase in colufaad 11 of $480;

(2) if a vacancy existing on 1.1.64 at $5,460 per animifilled on 1.7.64 at the
same rate, column 1 "I should be reduced and column 6 and 11 increased by the
sum of $2,730.

How to Commit

20. For all commitments-ihc amount committed should be prefixed with a number-
say 1,2,3, etc-the corresponding payments in column 8 should be ailyiprefixed when
they are entered.

21. In the case of Woodward Wight and Crown Agents hntdeghe method to be
followed is as set out as paragraph 14 above arappaphs 27 to 30 below,

Setting Off of amounts paid against amounts committed

22. On submission of any pa vrnent voucher and jouoather for the duly author
ised officer's signature, at payment or acceptatage, it should be ascertained whether or
not it refers to an amount commit led.

23. If it does refer to an amount committed and if #m@ount committed exceeds
the amount to be paid and if the commitment remaiotscompletely fulfilled the sum
payable will be entered in column H "Payments agfaamounts committed" with a corres
ponding reduction in the total coiunrn 11 "Runnihgtal of commitments outstanding"
and with a corresponding increase in the "Runnataltof actual payments" in column 12.
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24. If it does refer to an amount committed and if thant committed exceeds the amount to be
paid and if the commitment is then completely figfi the sum payable wilJ be entered in column
8 "Payments against amounts committed" with a spwading reduction in column 11 "Running
total of commitments outstanding" and correspondimgease in the "Running Total of actual
payments" in column 12. The difference between the ammmmitted and the sum payable will
be entered in red prefixed by N.P. (for not paid) on the neatdfrcolumn 8 with a corresponding
reduction in the "Running Total of commitments oasting” in column 11 and a corresponding
increase in the "Unallocated Balance" in column 13.

25. If it does refer to an umount committed anid éxceeds the amount committed (or
the balance remaining of the amount originally catted if there have been previous
payments against the amount originally committéd) amount committed (or the balance
remaining committed) will be imtered in column 8 (wahcorresponding reduction in the
"Running Total of cornmitmects outstanding” in aoln 11 and a corresponding increase in
the "Running total of actual payments" in columr),l#hd the difference between the sum
payable and the amount committed (or the balaneeireing committed) will be entered in
column 10 "Payments of amounts not committed" (withoarasponding increase in the
"Running total of actual payments" in column 12 amdorresponding reduction in the
"Unallocated Balance" in column 13).

26. If it does not refer to an amount committed shien payable will be entered in
column JO with a corresponding increase in the 'lRogp total of actual payments” in
column 12 and a corresponding reduction in the 'lldgated Balance" in column 13. In all
]g,utch cases, consideration should be given to tksilpitity of committing such amounts in
uture.

Setting Off of Woodward Wight and Crown Agents ades
against amounts committed.

27. A separate file will kept for each indent.

28. A copy of the indent will be filed inside the léfand cover of the file (nothing
else will be filed on the inside of the left hanalver); all correspondence including copies
of invoices, bills of lading and airway bills relating to the indent welffiled inside the right
hand cover of the file.

29. On receipt of advice copies of invoices, bills ofitedor airway bills the amounts
shown thereon should be compared with the amodotvall and committed on the indent
for the particular item. If it appears that the amouidinally committed will be insufficient
by more than five per cent an additional commitnad realistic amount should be made
immediately and a note made on the indent. Sinyilatthere it can be foreseen that there
will be savings on an indent of more than five pent the estimated amount may be de-
committed by an entry in the Vote Control Book aldiws "Anticipated savings on Indent
No. "and showing the amount as a red inkifggin the "Amounts Committed"” in
column 6 (with the original prefix number) with arcesponding reduction in the "Running
total of commitments Outstanding” in column 11 andorresponding increase in the
"Unallocated Balance" in column 13.

30. On receipt of the debit notes from the Treasty particulars, especially the
amount, will be identified in the relevant invoice or lmfllading. The amount charged will
then be entered in the appropriate sheet of the \@xintrol Book as a payment against
"Amounts Committed” in the column 8 with a corresging decrease in the "Running
Total of Commitments Outstanding" in column 11 amdaorresponding increase in the
"Running total of actual payments" in column 12.ather words the procedure will be
similar to that outlined in paragraphs 24 and 26va
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(Paragraph 5)

Head and Subhead

To: (Accounting Officer)

| certify that the position under Departmental Warrant.No.
as at (say) 31st July 1964 of the above Head and Sublasad w

Amount Of Warrant $ ..........................
Less payments authorized3m, 7.64 i.e. the figure appearing in
column 12 of my Vote Control Book Y
Less outstanding commitments i.e. the figure appg in
column 11 of my Vote Control Book S e
Unallocated balance at 31,7,64 i.e. the figure agpipg in column
13 of my Vote Control Book e

| further certify that the following list of vouchetotaling $ was
authorized by me during the period 1st July to 31st July 1964.

Signature of Departmental Warrant Holder.

for use by Accounting

Amount Officer to show months
Departmental in which paid as per Treasury
Voucher No. Monthly Statement.

Note:

(i)) Continue list of vouchers over leaf if required

(i) Copies of vouchers are required to be kept by the DepatahWarrant
Holders. Copiesra not required to be sent to the Accounting Officer unless
specifically called for by the Accounting Officer.
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Departmental
Voucher No.

Amount

For use by Accountin@fficer
to show month iri which paid as
per Treasury Monthly State
ments.




