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Preface

ManualNo. 1, Meter-BasedWaterManagementSystem,explainedwhy
weneedto pay for water. It also discussedtwo of the mestcommonly
found waterchargingmethodsin pipedwatersupplies:flat rate and
meteredchargesand indicatedthecomparativesuperiorityof metered
chargingmethods.

ManualNo. 2, WaterPricesand Tarif Setting,discussedhow water
pricesandtarifs aresetto meetthecostof providingwaterservicesat a
pipedsupply.

This ManualNo. 3, FinancialManagementandAccountingSystems,is
aimed at improving financial record keeping and managementof
financialresourcesatthewatersupply. It is targetedat thosepersons,in
a water supply, who perform and are responsiblefor accounting
functions.

Themanualhastwo basicpurposes.Oneis to provideacomprehensive,
but easily understoodaccounting system for water supplies,
accompaniedby all relevant model account codes, books and
documents.Thesystemprovidedis in sucha form thatit canreadily be
adoptedby yourwatersupplywith feworminimummodifications.

Two, the manualalso providesbroadrules, regulationsand controls
governingreceiptanduseoffundsat awatersupply. In this connection,
we hope that your water supply has already adoptedan enabling
constitutionandbylawswhich definethebroadparametersof financial
management,auditing, and responsibiitiesrelating to accounting
functions.

It is our hopethat the manualwill enableyour supply to adoptthe
systemsuggestedhereinfor improvedrecordskeeping,accountingand
managementof waterfinancialresources.
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Tel.: +31 703068980
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Chapter 1: Introduction

An Overview: Definitions and objectives
A watersupply, like any otherpublic organizat.ion,needsto maintain
proper, accurateand up to daterecordsand information on its fmancial
transactions.A shop-keeperwho doesnotkeepproperandaccuraterecords
wifi oneday wakeup to find thatthe shophasno cashto replenishstocks.
Membersof awatersupplyneedto knowthefmancialhealthof theirsupply
all thetime to guaranteecontinuous,uninterruptedand adequateservice.

This is only possiblewhere a suitable system of recording financial
transactionsof thesupply is in place.Accountingis asystematicprocessof
recording,sunimarizingand analyzingeventsthat have an impacton the
financialstatusof anorganization.Throughtheaccountingprocess,reports
arepreparedand valuesmonitored to show the financial condition and
performanceof the water supply. Properaccounts,like the resultsof a
doctor’s test,tenusaboutthestateof healthofourwatersupply.

Thismanual,provides
• a completeaccountingsystemfor useni a watersupply, inciuding

accountcodes,booksand documents,
• someregulationsand controlsgoverningreceiptanduseof fundsin the

watersupplyanda user’sstepby stepinstructionson theapplicationsof
thedocuments.

Theobjectivesoftheaccountingsystemis to

1) provide faciities for an orderedrecordingof all financial
eventsoccurringat thewatersupply,

2) allow generationof accurateand comprehensivefinancial
infonnationon theprovisionof waterservicesundertakenbv
the supply,

3) enablefor full fmancialaccountingof resourcesavailableto
the supply,

4) facilitateproperfmancialadministrationandmanagementof
incomesandexpendituresofthesupply,

5) enablethemanagementandmembersof thewatersupply to
monitor, superviseand control the supplys financial
operationsandto makewell informeddecisions.

One of the importantreasonsfor the introductionof this Financial
ManagementandAccountingSystem,is to allow for thepreparationof
weil-informedfinancial,techmcalandmanagementreportsfor decision-
making. Here, we give some indicationsof what reportsare made
possibleby this system.
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Financial Açcpunts.On the basis of records contained under this
system,it will, henceforth,be possibleto preparea largenumberof
fmancialaccounts,themostimportantonesbeing:

1) Balancesheetto showthewatersupplysFinancialposition
asata particularpointin time andtheresuitsof its operations
for a givenperiodof time.

2) IncomeandExpenditureAccounts,
3) RevenueandCapitalReserves,
4) Detailedcostsofprovidingwaterservices.

TechnicalReports.In sofar astheFinancialAccountingSystemswifi
result in improvedrecord-.keepingof fmancial transactions,they will
assistin the preparationof improvedtechnical reports relating to
Operationsand Maintenanceof the supply.The linkage between
financial information and technicaldatagives the suggestedsystem
considerablestrength.

ManagementInformation:FinancialAccountsandTechnicalinformation
wifi makeit possibleto generateimportantinformationandstatisticsfor
usein themanagementof thewatersupply. Central to this management
informationwifi bethe following:

1) possibilitiesofdevelopingrealisticBudgets,
2) budgetmanagementandcontrols,
3) possibilities of establishingrealistic costa of water

productionanddistribution,
4) assessingtherevenueperformanceof thewatersupply;
5) chanceofevaluatingstaffdeploymentandproductivity,
6) enhancingmanagerialskills of thewatersupplycommittee,

and,
7) mostimportant,retainingmembersinterestandawarenessin

thewatersupply,etc.

‘Hie BasicS1ruchn~of Ihe AccounhingSystem
The suggestedFinancial AccountingSystem comprisesthreebasic
components:

1) A ScheduleofAccounts,
2) DocumentsandRecordsbooks,
3) Clericaland AccountingRoutinesfor theapplicationof the

ScheduleofAccounts,documentsandrecordbooks.

It is importantto realizethat the systempresented,will existand operate
within your watersupply, within your rules and proceduresand among
yourmemberswho havedefinite and, not necessarilyharmonlous,water
interests.Different parts of the systemwill be operatedby different
membersof staffandcomnutteemembers.But, for thesystemto work, all
partsneedto supporteachother.Thesuccessof thesystemwill also depend
on the extentto which it is adheredto andrigorously enforced.

The following chapters,will addressthemselvesto eachof the three
componentsof thesystem..
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Chapter 2: The Scheduleor Chart of AccountsCodes

The Scheduleof Accounts Codesis the building structureof the
accountingsystem.TheScheduleis asystematiclisting andorderingof
theprincipal fmancialcategoriesunderwhich thedifferent transactions
of the organizationaregrouped.It is essentialthat the Scheduleis
comprehensiveand ail-inclusive.Comprehensivenessis necessaryto
ensurethat all financial transactionsare inciudedin the accounting
processaswell asfor establishmentof adequatecontroLs. Since the
Scheduleis an orderly listing of main financial groupings,it is also
necessarythat it be sufficiently flexible to accommodateadditional
groupsshould experienceso demand.For ea.sein referencingand
analysis,the differentaccountgroupingsarenormally assignedCode
Numbers.

Therearenormallythreesetsof accountscodes:mcomeaccountscodes,
expenditureaccountscodesandbalancesheetaccountscodeswhich are
discussedandtheirusesdescribedbelow.

The following basiccodenumbershavebeenassignedto eachof the
principalfmancialcategories,incomeandexpenditure.

(01) representsincome,
(02) representsexpenditure,and,

Balancesheetaccountshavethefollowing additionalaccountcodes
(03) representsassets.
(04) representsliabilities,
(05) reserves.

In this regard,01-100representsincomefrom waterrates.Undereach
accountcode,moredetailedspecificationshavebeenprovidedto allow
for full accountingor extension.For instance,accountcode01-100-
WaterRates-hasbeenextendedasfollows:

Water rates 01-100-1
Meter rent 01-100-2
Reconnection fee 01-100-3

to allow meterrentand reconnectionfees to be separatelyidentified
withm thebroaderwaterratesincomecategory.

Theaccountsschedulesandcodesprovidedbelowaremany.Theirlarge
numberreflectsthedifferent categorlesin variousschemesthroughout
thecountry.Thelargenumberof accountsandaccountcodesshouldnot
causeundueworry. In reality, the codesandformatssuggestedbelow
aresimple illustrative classifications.The individual watersupplymay
adoptthem or use the format to createtheir own codes.Eachsupply
should adoptthosecodesit considersrelevantfor its case.But, m
makingsuchadecision,it shouldseektheopinionof apersonqualifled
in accounts.Siniilarly, thesystemmayrequireto be revisedor updated.
The WaterSupplywill needthe opinion of a qualified accountantto
adviseon suchmatters.
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Income Accounts Codes
The principalbusinessof an operatingwatersupply is to provide its
memberswith water.Saleof waterandrelatedwaterservicesconstitute,
therefore,themain stock-in-trade(main oronly commodity)fora water
supplyproviding incomes,revenuesandfmances.

1) Water Rate [01-100-1]
This accountwifi be usedfor accountingfor all income
generatedfrom watersalesto consumers.

2) MeterRent [01-100-2]
This accountwifi be usedfor accountingfor the monthly
chargesand paymentsby theConsumerfor useof the meter
mstalled. This fee is not chargeablein caseswhere the
consumersown thewatermeters.

3) Re-connectionFee [01-100-3]
This accountwill be usedfor accountmgfor penaltiesimposed
to defaulterswho havebeendisconnectedandaredesirousof
resumptionof service.

4) Standing charges (01-150]
Thisaccountwifi beusedfor all amountscollectedin form of
standingcharges.

5) Consun~rRep~irCharges [01-200-1]
Thisaccountwill be usedfor paymentswktch consumersmay
makefor servicesrelatedto repairof installationsandfittings
beyondthemeterpoint.

6) ServicesRende~edtoolherwatersupplies [01-~)0-2]
This accountwifi be usedfor accountingfor chargesand
paymentsfor services(exceptwatersales)renderedto other
watersupplies.

7) NlscelkiieoasChirges [01 - 360-1]
This aioiiitwillbe usedfcr a~diiing~iyirx~on~thatbasmt l~içiDv~d
wilh ils owndistir~txcount

8) WaterDeposits [01-300-1]
This accountwifi be usedfor accountingfor all consumer
WaterDeposits.Strictly, theDepositamountis not incometo
thesupply asthe depositremainsthepropertyof theconsumer
as long as the consumerretainsan accountwith the water
supply.Thedepositis refundableupon theconsumerceasing
to be anaccountholderwith thewatersupplyandafterclearing
ail obligationsto the watersupply.

Depositcollectionsshouldbe bankedseparatelyastheydo not
constituteassetsfor thewatersupply
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9) Intet~stonBankDeposits [01-300-2]
BankedDepositsearninterest which is incometo the Supply.
This accountwifi be usedfor accounting for interest earnings
arisingfrom any cashbalancesheld or investedin thebanks.

10) Transfer of connection [01- ~)0-3 ]
This accountwill be usedfor chargingthecostaof Iransferring
a member’s physicalconnectionfrom onelocation to another
as well as from one person to another.

11) Sale of Meters [01- 250-1]
This accountwifi be usedfor recordingproceedsfrom saleof
water meters to members.

12) Sale of Meter boxes [01-250-2]
This account will be usedfor recordingproceedsfrom saleof
meterboxesto members.

13) Sale of Pipes [01-250-3]
This accountwill be usedfor recordingproceedsfrom saleof
pipesandother piping materialsto members.

14) Sale of Other Materials [01-250-4]
This accountwifi be usedfor recording proceedsfrom saleof
other water relatedmaterialsto members.

15) Application fee [01-350-1]
This accountwifi be usedfor recordingproceedsfrom saleof
application fonns to peoplewho seekto join thewater supply.

16) Inst~b~ioncharges [01- 350-2]
This accountwifi be used for accountiiig for the payments
made by new consumersfor the labour costsincurred by staff
in installingthenewconnection.

17) Development Labour charges [01-350-3]
This accountwifi be usedfor recording proceedsfrom labour
chargesto new memberswho desire to join thewater supply.
This charge is for the labour that old members may have
contributed during thewater supplys initial development.

18) New connection charges [01 - 350-4]
This accountwill be usedfor recordingfeespayableby new
memberswho aspire tojoin thewater supply.

19) Fines and penalties [01-360- 2]
This accountwill be usedfor recording all moniesreceived
from memberscharged for breaking the bylaws of thewater
supply.

20) Visitors charges [01-360- 3]
Thisaccountwifi be usedfor recordingall feeschargedto
visitorswho cometo visit, tour or useanyof thewater
supply’s facilities.

21) Donations account [01-380]
This accountwill be usedfor recordingail mornesreceived
from donors, and well wishers.
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22) Capital Contributions account [01-400]
Thisaccountwill be usedforrecordingall collectionsfrom
membersmadefor capitalexpenditurepurposes.

Expenditm~AccounisCodes
In the processof providing water services, a water supply incurs
vanousexpenses.

1) PeisonnelEmolumenis [02-5)0-1]
This accountwill be usedfor account.ingfor salariesof all
permanentstaff in theemploymentofthewatersupply.

2~) Casualwages [02-500-7]
This accountwifi be usedfor accountingfor all shortterm and
casualemploymentpayments.

3) GratuityandPensionConüibulions [02-5)0-2]
This Account will be used for gratuity and pension
contributionsrelatingto thepermanentstaffwhosesalariesand
wagesarechargedto theaccountfor PersonnelEmoluments.

4) HouseAllowances [02-5)0-3]
Houseallowancespaid to staffon permanentestablishment
which is paid along with salarieswill be charged to this
account Where staff are housed,the rate applied for
calculationof IncomeTax paymentswifi beusedto estimate
theshadowvalue(equivalentto rent) ofhousing.

5) O~herPeison~Allowances [02-5)0-4]
Allowancesthat are paid alongwith and arepartsof salaries
e.g. acting allowances,duty allowances,etc.,wifi becharged
to this account.

6 P~sageandLeaveExpenses [02-5)0-5]
Leaveexpensesincurredwill be chargedto this account.

7) Nkdic~Chinis [02-5)0-6]
Medicalexpenseswill be chargedagainstthis account.

8) TransportOper~MingExpenses [02-520]
The accowitwifi be usedfor chargmgthe following expenses:

i) TSpC1tOf1~Oura~1rn~Ti~ls, [02-520-1]
~) AlkwaiyesfcrB~ ~

MiorC~±susedatWa~Sd~[02- 520-2]

Iii) Mi~xVd±~fi~oilsaid
hii~i~,~ iub~,insurar~,
a~a1Li~ises,Di~~sLmses,~, [02-520-3]

iv) R ~ [02-520-4]
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9) Traveling and AcconinodalionExpenses[02-525]
This Account will be usedto charge for expensesincurred
when staff travel to other stations on duty. Examples of
expenseschargeableto thisAccountare:

i) BusJl~ [02-525-1]
~) Hoda&nexp~ises [02-525-2]
~i) Luix±rs [02-525-3
iv) Veh~mil~ageallowar~ [02-525-4]

10) TelephoneandposlageExpenses [02- 5301
Communication expensesby post inciuding expressmail,
telephones,telex, telegram,fax, etc.,will be chargedto this
account.

11) Offldrt~inn~nt [02-535]
Expensesincurredfor food, lunches,drinks, accommodation,
etc., by official visitors will be chargedto this account.

12) Office Hecùidty and Walerbilis [02-540-1]
Expensesincurred for office electricity; Local Authority
chargessuchasservicecharges,water and sewerage,etc.
wifi be charged to this account. Diesel used for generating
electricity for theoffices; paraffinandlanternsusedin offices
wifi alsobe charged to this account.

13) Committeesitting allowances [02-560-1]
~v~nagcn~1tcommittee members are paid an aflowance for
attendingmanagementmeetings.Thesepaymentsshail be
accountedusingthis account

14) Comnnttee duty allowances [02-560-2]
Whenmembersofthemanagementcommitteespendtheirtime
executing water supplys work, they are at times paid duty
allowances.Such expenditure should be recorded by use of
this account.

15) Pun±~eof SuppliesforPmduclion [02-570]
This account shah be used for charging materials and
consumablespurchasedor acquiredfor direct production,
treatmentand distribution of water. Examplesof expenses
chargeahieto thisaccountare:

j) electricity [02-570-1]

ii) fuel, oil, andlubricants, [02-570-2]

iii) chernicais [02-570-3]

iv) filtermaterials [02-570-4]
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16 General office expenses [02-~0]
This accountwill be usedfor charging items requiredfor
runningofficessuchas:

l~ Uniformsandclothing [02-580-2]
ii) Showsandexhibitions [02-580-3]
iii) Cleaningandlaundryexpenses [02-580-4]
iv) Office teaexpenses [02- ~0-5]

17 Stationery and pnnting [02-590]
This accountshail be used for expenditureincurred in
procuring generalstationeryand printing materialsfor the
office.

i) Office stationery [02-590-1]
ii) librarymaterials [02-590-2]

18 Financial records and books [02-595 ]
This accountwifi be usedfor recordingexpenditureincurredin
purchasingsystemsdocumentsand books of accountsas
containedin this manual.This wifi inciudeconsumerledgers,
receiptsbooks, billing books, meter reading books, cash
books,Looseleafledgers,JournalsApplication forms etc.

19) Hiring, Rent and Rates [02-550]
This Accountwifi be usedfor chargingrentandhire expenses
for premises,spaces,field offices andstaffhouses.Ratesand
Local Authority chargesincidentaito thesehiringsandrentais
will alsobe chargedto this account.It mayinciude:

i) Officerent [02-550-1]
ii) Landrent [02-550-2]
iii) Raies [02-550-3]

20) Miscellaneous and other Expenses [02-600 I
This accountwifi be usedfor small expensesthat are not
allocatedto any otheraccount.Hueof securityservices,bank
chargesand interest,etc., will be chargedto this account.
Efforts should be madeto limit chargingthis accountto the
minimum as most expensesare provided with their own
accounts.

21) Bank chargesand interest [02-615]
All charges levied by the banksrunning the watersupplys
bankaccountsinciuding interest on bans and overdraftswill
be accountedfor by this account. It can funher be broken
downasfollows:

j) Ledgerfees [02-615-1]
ii) Commission [02-615-2]
iii) Interest [02-615-3]

22 Maintenanceof Plant, Machinery
andEqwpment [02-620]
Store items and Labour used in maintenance of Plant,
MacbineryandEquipment will be chargedto this account.As
wifi be repairofwatermeters.
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23) Maintenance of Land and Buildings [02-630]
To this accountwifi be chargedall the expensesincurredon
maintenanceof officebuildings,staff houses,stores,etc.

24 Maintenance of Water Supply Structures [02-640]
Expendituresincurredon maintenanceof water intakes,
treatmentplants,storagetanks, non-office thewatersupply’
buildings, pump housesand distribution system will be
chargedto thisaccount

25 Maintenance of Acess Roads, [02-650]
Expendituresincurredon maintenanceof roadsservingWater
Supply installationssuchasintakes,pump-houses,treatment

plants,etc.,wifi be chargedto this account.

26) Training [02-660]
All expensesincurred in training the water supplysstaff,
committeeand the ordinary memberswill be chargedand
budgetedfor underthis Account.

27) Imprest [02-670]
This is notstrictly an expenditureaccountbut lmpreststaken
will be debited to this proposed account and when
surrendered,the accountwifi be creditedto indicatethat the
impreststakenhavebeencleared.

28) Provision for bad debts [02-675]
This accountwifi be debited with all the unpaidbifis whose
recoveryappearsuncertainespeciallywhenthedefaultershave
exceededthe maximumperiod allowablebefore beingde-
registeredfrom thewatersupply

29) Provision for Depreciation [02-680]
This accountwill beusedfor depreciatingthe watersupplys
fixed assetsover their realizable economic lifes. We
recommendthat the straight line methodof depreciation--

wherebythe valueof an assetis written off by equalannual
amounts-- be used.The depreciationaccountcodes will
include:

Office Block
Staffhouses
Pumphouses
Stores
Lalrines
Fences
waterkiosks
Intakeweir
Intakesump
Dosers
Instruments
works
Pumps
Engines
Motors/cables/switches
Gravitymain
Rising main
Distributionlimes

[02-680-1010-1]
[02-680-101 0-2]
[02-680-1010-3]
[02-680-101 0-4]
[02-680-1 010-5]
[02-680-1010-6]
[02-680-1010-7]
[02-680-1040-1]
[02-680-1040-2]
[02-680-1060-1]
[02-680-1060-2]
[02-680-1060-3]
[02-680-1080-1]
[02-680-1080-2]
[02-680-1080-3]
[02-680-1 100-1]
[02-680-1 100-2]
[02-680-1100-3]
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Servicelines [02-680-1100-4]
Airvalves [02-680-1110-1]
Sluicevalves [02-680-1110-2]
Chambers [02-680-1110-3]
Storagetanks [02-680-1140-1]
Brakepressuretanks [02-680-1140-21
Productionmastermeters [02-680-1160-1]
Distributionmastermeters [02-680-1160-2]
Consumermeters [02-680-1160-3]
Communalwater points/Kiosks [02-680-1150]
Tools [02-680-1170]
Motor Vehicles [02-680-1180]
Motor cyclesand bicycles [02-680-1190]
OfficeEquipment [02-680-1200]

30 Audit andAccountacy [02-685)
This account will be usedfor charging all costa and fees
relatingto preparationandauditingof watersupplyaccounts.

31 Consultancy Services [02-690)
This account will be used for charging all costa and fees
relatingto consultanciesand professionaladvice,studiesand
reportswhich thewatersupplymaycontractfor.

32 Accruals, Prepayments and Clearance [700]
This holding accoumt, though not an expenditureaccount,has
beenintroducedforcreditingdeductionsfrom staffsalariesand
wagesandlater debitingwhen theamountsarepaid overto the
relevantauthoritiessuch as NSSF or NIHIF. Such other
transactionsasover-paymentsandpre-paymentscan also be
chargedto this account, but should be clearedas soon as
possible.

Balance Sheet Schedules.
The water supply wifi at the end of eachfinancial year, prepareits
annual audited accountsand BalanceSheet for presentationto its
membersin theAnnualGeneralMeeting. The following accountsand
codesform thebasisforBalancesheetaccounts.

Fixed Assets [03]

1) Land [03-1000-1]
All expensesincurredin acquiringlandwill beaccountedfor
using this account.

2) AccessRoads [03-1000-2]
All expensesincurredin acquiring accessroadsto thewater
supply’sinstallationswill be accountedfor usmg thisaccount

3) Buildings
All water supply buildingswifi be
accountedfor using this account.
Thesemay inciude thefollowing:
OfficeBlock
Staffhouses

[03- 1010]

[03-1010-1]
[03- 1010-2]
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Pump houses [03-1010-3]
Stores [03-1010-4]
Latrines [03-1010-5]
Fences [03-1010-6]
waterkiosks [034010~7]

4) Intake works [03-1040]
All expenditureincurredfor the constructionof the intake
works wifi be accountedusing this account.This shallmclude:
Intakeweir [03-1040-1]
Intakesump [03-1040-2]

5) Treatmentworks [03-1060]
All expenditure relating to consiructionof treatmentworks will
be accountedusingthis accounL This shall inciude:
Dosers [03-1060-1]
Instruments [03-1060-2]
works [03-1060-3]

6) Puinping Equipment [03-1080]
All expenditureincurredin acquiringpumpingequipmentwill
be accountedusing this account.This shailinciude:
Pumps [03-1080-1]
Engines [03-1080-2]
Motors/cables/switches [03-1080-3]

7) Piping [03-1100]
All expenditureincurred in laying new pipelineswill be
accountedusmgthis account.This shail inciude:

Gravitymain [03-1100-1]
Risingmain [03-1100-2]
Disiributionlines [03-1100-3]
Servicelines [03-1100-4]
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8) Valves [03-1110]
All expenditureincurredin acquiringsluicevalves,air valves
and theirchambersshall be accountedfor usingthis account.
This canbe brokendown asfollows:

Airvalves [03-1110-1]
Sluiœvalves [03-1110-2]
Chambers [03-1110-3]

9) Reservoirs [03-1140]
All expenditure incurred in constructionof storagetanks and
brakepressuretankswifi be accountedfor using this account
as follows:

Storagetanks [03-1140-1]
Brakepressuretanks [03-1140-2]

10) Public Kiosks [03-1150]
All expenditureincurredin puttingup communalwaterpoints
and kioskswifi be accountedby this account.

11) Meters [03-1160]
All expenditureincurred in acquiring both consumerand
masterwatermetersshouldbe accountedfor by this account.
This accountmaybe brokendownasfollows:

Productionmastermeters [03-1160-1]
Distributionmastermeters [03-1160-2]
Consumermeters [03-1160-3]

12) Tools [03-1170]
All expenditureincurredin acqun-ingtools will be accounted
for usingthis account.

13) MtorVehides [03-1180]
Expendituresincurredon purchaseof motor vebicleswill be
chargedto this account.

14) M)torcydesandbicycles [03-1190]
Expendituresincurredon purchaseofMo~rc)~aft~y~will
be chargedto this account.

15) (~ceEquipin~nt[03- 1200]
This accountwill beusedfor chargingequipmentfor usein the
offices, for example,addingmachines,calculators,ledgers,
booksof accounts,and documents,typewriters,photocopiers,
etc.
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1)
2)
3)
4)
5)
6)
7) cashin hand.

[03-1250-1]
[03-1250-2]
[03- 1250-3]
[03-1250-4]
[03- 1250-5]
[03- 1250-6]
[03-1250-7]

Cûrrent Liabilities [04-1300]
Currentliabilities are thoseobligationsthat areIikely to niaturewithin
twelvemonthsandareincurredin thenormaltradingcycle.Theywifi be
classifiedin the following manner:

1) customer deposits
2) creditorscontrol
3) accniedcharges
4) Bankoverdraft

[04-1300-1]
[04- 1300-2]
[04-1300-3]
[04-1300-4]

Long-term Liabilities [04-1350]
Long termliabilities are thoseobligationsto third partiesnot mamring
for paymentwithin thenext financialyear.An exampleis alongterm
ban or a deferredban.

Reserves [05-1400]
This accountscheduleshail compnseof the surplusor deficit in the
incomeandexpenditureaccounton annualbasisandany suchsurplusor
deficit arisingfrom therevaluationof the watersupplysassets.It shail
also inciude a reservefor replacementof flxed assetswhich shail be
creditedwith all amountssetasidefor depreciation of theassetsandany
other transferfrom the generalreserve.Amountssetasidefor payment
of taxesshailappear understatutoryreserves.Theaccountcodesshall,
therefore,appearasfollows:

A summaiyof theaboveaccountscodesis providedin Annex 1 at the
endofthis chapter.

Current Assets [03-1250]
Current assetswifi inciude the water supply assetswhich have an
estimatedlife of one year or less or those assetsthat are turnedover
within one year. Theseare further subdividedaccording to their
realisabilityoreaseofbeingconvertedinto cash asfollows:

Sparepartsandfittings
Stockofmaterials
Consumablestores
Debtors and prepayments
Fixed deposits
cashatbank

1) Generalreserve
2) Revaluationreserve
3) Statutoryreserves
4) Fixed assetsreplacementreserve

[05- 1400-1]
[05-1400-2]
[05-1400-3]
05-1400-4]
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Chapter 3: Control Rules, Clerical andAccounting Routines

This Chapterdiscussessome control mechanisms,clerical and
accountingroutinesfor operatingthesystem.

Control Rules
Enabling legal and institutional framework
Thé Constitution and bylaws of the water supply are the legal
foundationsfor all the operationsof the supply. It is, therefore,
important that thesupplyis properlyregisteredundera suitablelaw, has
acompetentconstitutionandbylawsalreadyapprovedby members.The
legal authority for the exerciseof accountingfunctions, inciuding
enforcement,stemandderivefrom constitutedbylaws.

The Constitutionandbylawsshouldprovidefor theoverall management
of the supply’s resources,inciuding assets,mcomeand expenditure,
receiptanduseoffunds,investments,budgets,requisitions,etc.

The bylawsneedto delineateand assignfinancial responsibilitiesto
specificorgans witlun theorganization.

The most importantand effective overall control mechanismis the
empowermentofmembersto require,demand andreceiveaccountability
from electedofficials and staff. Members,constitutedas a General
Meeting,havenormallythepowers,rights andresponsibihtyof electmg
their leaders. By thesametoken, theyshould also havethepowers to
disciplinetheir officers.Theseshouldnot beformalpowersascontained
in manyconstitutions,theyshouldbe meaningfuland applicable.Civic
educationcould be a usefulwol in theempowermentof members.

Administrative Set-up
The constitutionand bylaws of a watersupply, shouldseparateand
diffuse powerswithin the organization and providing checks and
balances.Properbylaws addressthemselvesto one of the most
fundamentaltenetsin financialcontrols.Namely,segregationof duties
betweenand amongpersonscarryingout accountingfunctions.As far
as is practicallypossiblethe personrecordingfinancial datashouldnot
alsobe theonereceivingcashnorshouldhelshebe theonechargedwith
custody and authorization powers. Segregationof duties and
responsibilitiesis a crucial aspectof any crediblesystemof internai
control.This systemrequiressuchsegregatlonof financiai personnel
andfunctions.

The Budget
TheConstitutionandbylawsof thewatersupplymustprovide thatthe
water supply is be run on the basis of a members’approvedannual
budget.

The budget provides income and expenditure projections for the
following yearandshouldinciude arealisticcontingencyallowance.The
managementcommitteeandstaffmust appreciate that the funds in their
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controlbelongto memberswho needto givetheiroverallauthorization
of expendituresthroughapprovingbudgetrequestspreparedby staff
andcommittee.

No expenditures,outsidethe approvedbudgetframework,should be
allowed and Bylaws should provide that committee members
automaricallyreimbursethesupply for any unauthorizedexpenditures.

Shouldthe committeeanticipate an overexpenditure,it mayconvenea
specialAGM to approvesuppiementaryexpenditures.TheTrial Balance
andMonthly IncomeandExpenditureStatementsenablecommitteesand
staff to maintain a constantwatch on the performanceof budgeted
amounts.

Cash Receipts Controls
The bylaws should stipulate that all cashincomereceivedmustbe
bankedintact prior to its expenditure. Where banking servicesare
readily accessibleto members,they should be encouragedto make their
paymentsdirectly to thesupply’sbankaccount.

Cash Requisition and Payment Procedures
Rulesandproceduresfor makingcashrequisitionsandpaymentsmust
be adoptedat the time of installation of this system.Theseraies and
proceduresneedto havethe following features:

• Theoffice (or authorizedofficial) mustprepareacashrequisition
andpresentthesaineto thetreasurer(orauthorized official).

• TheIreasurer(orauthorizedofficial) shouldpresentthe requisition
to themanagementcommitteemeetingfor approval.

• In consideringand approving requisitions, the management
comniittee,mustsatisfythemselvesthat the requestsare withm the
approvedbudget ]iniits.

• After approval is given, the bank signatoriesarrange for
withdrawal of approved amounts from the bank. The total
withdrawnamountis handed over to the authorized paymg person
who makesthe paymentsas containedin the requisition and
approvedbythemanagementcoimuittee.

• After ail paymentshavebeenmade,the authorizedpaymgperson
accountsto the Ireasurer(orauthonzedofficial) who shouldensure
that all paymentshavebeenproperlymadeand thereis enough
supportingevidencein form of receipts,paymentvouchersand
properrecordingin thefinancialbooks.

• The managementcommittee should not approve any
expenditures/paymentsbeforethetreasurer(or authorizedofficial)
or the comrnitteeitself is satisfiedwith the utiization of the
previous requisition through records accounting for such
payments.

• Emergencypaymentscan be madeas soon asthey occur. The
authorized paying person must, however, prepare a cash
requisjtionfor suchemergencypayments.

• Dueto the urgentnatureof emergencyrequisitions,thesecan be
approvedby the executivecommitteebut therequisitionmustbe
presentedfor approval at thenextmanagementcommitteemeeting
without fail.

Checking and Authorization
The systemof checkingand authorizationis crucialat all levelsof a
watersupply. Personsauthorizedby the supply’sbylawsshouldcheck
payinent vouchers.Theone checkingmustbe satisfied that the relevant
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document e.g. cash sale, invoice or agreementis correct as far as
casting,crosscastingand unit costsareconcerned.Thesamewill apply
to all chequepaymentandpettycashvouchers.

Imprest and Petty Cash Controls
SomeO&M expenditurescanbe met from an imprest account.Theperty
cashbook will be maintainedon a reimbursement basis andkept at a
given.float dependingOn theneedsof thewatersupply.Carefulscrutiny
mustbe doneandverificationswith supportingdocumentsdonebefore
reimbursement.Arrearsmustbe investigatedanddiscouragedand no
JOU or chequecashingshouldbe allowed.Pettycashand main cash
bookmustbe writtenin cleanink notpend andany suspicionserasures
andcrossesmust be investigatedanddiscouraged.

Bank and Other Reconciliations
Bankreconcillationis a statementwhich explainsthe differencebetween
cashbook balanceand the bank statementbalance.Differencesoccur
dueto e.g..unclearedbankings,unpresentedcheques,bankchargesnot
notified to theaccountholderandthereforenot bookedin thecashboek.
The reconciliation heips to identify errorsin thecashbook andfacilitates
earlyrectification.Therecould alsobe differencesbetweendebtorsand
creditorsbalancesas comparedto the control accountsand again a
debtors or creditors reconciliation comesin handyin orderto pinpojnt
errorsofcommissionor omission.

Regular updating and posting of Books
Another importantfeatureof controlmechanismsis theregularupdattng
and posting(i.e. ensuringthattransactionsare enteredas andwhen they
occur)of thefollowing documentsandbooksofprimeentry, petty cash
book, main cashbook, journal,bin cardsnominalledgerand purchase
day book. All theabovedocumentsandbocksoughtto be updatedOn a
daily basis.

Periodic Financial Statements
Suitable bylaws also define and demandthat periodic financial
statements(i.e. income,expenditureandbalancesheets)arepreparedfor
discussion.Whensuchstatementsarediscussedby competentofficials.
problems,errorsandshortcommgsaredetectedandcorrectivemeasures
suggested.Theneedto preparethestatementsfor discussionandperusal
acts as a powerful tool for control, offers managementa chance to
compareactual performanceagainstexpectâtionsand to pinpoint
responsibilityfor errorsof omissionand/ercommission.

Periodic Physical Counts
Another importantcontrolmechanismis thephysicalcountof stocksand
consumables,and othermovableassetsof the the watersupply. This
shouldideally be doneonceayearatthe timeoftheannualaudit

External Audit
All accountsmustbe auditedby an externalfirm of auditorswho must
presentthereportandaccountsinciuding theirmanagementletter to the
membersat theAGM. Bylaws needto makeit mandatorythat audited
accountsarepartofthe agendaat theAGM andany committeeunableto
do seautomaticallyvacatesoffice.

Documentation
Certainactivitiesandproceduresmustbe accompaniedby documentsin
order to provide a means of showing authorization, checking and
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approval.Purchasesmustneyerbe donewithout proper authorizationas
setby the bylaws.A local purchaseorder(LPO) is amustfor all credit
purchases.

• The LPO must be sanctionedby the personsauthorizedby
the bylaws and no invoicesor cashsalesshould be paid
without referenceto the relevantLPO.

• No item maybe removedfrom storesto workshopwithouta
storesissue note (SIN) signedby the storeclerk or duly
authorizedO&M Staff. The stores issuenote will be the
meansthroughwhich thebmcardclerkwifi Postall issuesof
stocks.

• No item maybe receivedto storeswithout a goodsreceived

note (GRN) whichwill be preparedafterascrutînyof goods
receivedfrom suppliers to ensure that all goods are as
ordered in the LPO as regards quantity, quahty,unit price
and total costAgainthe GRN wifi form thebasisofposting
thebin cardfor all goodsreceived.

• Any adjustmentfor errorsof omission,commissionor year
end adjustments that go through the journal, must be
accompaniedby a journal voucherproperly checkedand
authorizedby a responsibleofficial and giving a dear
narrativeasto why that particularadjustmentis considered
necessary.

Otherauthoritativedocumentswill be generatedasneedarisesbut takmg
care not to riddle the systemwith unnecessaryand self-defeating
controls.

Investment Policies
A decisionto investaccumulatedfunds or surpluses may need to be
made.TheConstitutionand bylawsshouldprovidethatsucha decision
can on.ly be madeby members at an AGM. Wherethe need for such a
decisionis urgent, a special generalmeetingshouldbe convenedto
decidewith due care being takento avoid investmentof funds in weak
orcollapsingorganizations.

Safe Keeping of Records
Afl confidential records, files, books and papersmust be securely
lockedin cabinetsandaccessto thembe limited to authorizedpersonnel
only. This inciudes staff files and records.Cashboxesfor petty cash
floatsmust be maintained.

Serial NamberStamping
In addition to physicalcount,movableassetsowned by the the water
supplymustbe stampedwith their namesor shorterderivativeof the
samewith indelible ink. Serialnumberswhere necessarymustalso be
shownon theassetconcerned.

Fixed Assets Register
A fixed assetsregisterwhich is simply a boekor ledger summarizingall
theassetsowned by a water supply must be maintainedandkept up to
date. For eachasseta separatepage is openedto detail such datalike,
full descriptionof asset,serialnumber,location,yearof manufactureor
purchase,depreciationmethodand rate etc.
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Insurance and Cash-in Transit
All asseLsowned by the water supply shouldbe insured against risks
suchastheft, fire, floods and other naturalcalamities.In addition,a
cash-in-transitcover for shouldbe takendependingon the normal
carnageat any onetime.

Accru~andPrepaymentsAccounlmg
The proposedFinancialAccountmgSystemhas provisions for accrual
accounting.This meansthat income or expenditure is accountedfor
when it is incurrednot when it is paid, asis thecasein cashaccounting.
Accrual accountingpresentsa moreaccuratepicture of the financial
situation of an organizationin that both incomesand expenditures,
including commitments anddebts enter the System while at the same
timé allowing forspecificaiionof actual paymentsandreceiptsmade.

Booksof Piime Fiitxy
The Books of Prime Entry are the Books or documents where
transactionsaresunimarizedand from which thesummariesareposted
to the Nominal Ledgerin preparation for the production of Final
Accounts. The following are the Booksof PrimeEntry suggestedfor
this System.

Pay-roil Summary
ThePay-roll Summaryis the summaryof thepay-roilsfor eachclassof
employeesaslisted in theScheduleofAccounts.

Petty Cash Book
ThePettyCashBooks are records of all petty cashpaymentsmadefrom
thevaiious cash imprests.There wifi be a Petty Cash Bookwrirten up
from thevouchersandreceipts usedfor all thepettycashpayments.

Purchases Day Book
All creditpurchasesmadeby the water supply will, where, following
the procedures laid down, be eventually entered and analyzedin the
PurchasesDay Book.

Main Cash/BankBoek
All revenue receipts and paymentsboth in cash or by cheque will be
enteredin the Main CashlBankBook and properly analyzed.All other
banktransactionswifi alsobe enteredthere. Separatecashbooks may be
maintained for each bank account dependingOn the volume of
transactions.

Nominal Ledger
TheNominalLedgeris a loose-leafbook in a binder. Each leaf is for a
specificAccount as listed in the Scheduleof Accounts.
The analyzed summariesfrom each of the Books of Prime Entry are
enteredon theappropriatefolios m theNominal Ledger eachmonth and
the balanceon each folio is brought down and posted to the Trial
Balancefor the preparation of the final accounts.

Creditors Analysis
From the recordscontained in theCreditors PersonalLedger a Schedule
of Creditors providing an age analyzed listing of all balances in the
Creditors PersonalLedger and theendtotal shailbe prepared,a listing
which must agreewith the Control Account in theNominalLedger. This
scheduleshall be prepared everymonth.
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Debtors Personal Ledger
TheConsumersLedgersare theDebtors PersonalLedgers. Thetotal of
all end of monthbalancesin the ConsumerLedgeris alsofoundin the
Nominal Ledgerin theappropnateControlAccount.This scheduleshail
be preparedeverymonth.
Debtors Analysis
From the recordscontainedin the Debtors PersonalLedgera Schedule
of Debtorsproviding an age analyzedlisting of all balancesin the
Debtors Personal Ledger and theend total shail be preparedat each
month end.The listing must agreewith the Control Accountin the
Nominal Ledger.

The Journal
The Journalis thebook where theopeningentrywifi be the breakdown
of theBalance Sheetfor thepreviousFinancialYearinorderto openup
theset of booksfor thenew fmancialyear Transfersfrom one account
to the other, correctionof errorsand otheradjustingentries are all
effectedin thejournal.

Trial Balance
TheTrial Balanceis basicallya surnmaryof all ledgerbalancesaftereach
has been ruled off following all the postingsfrom the books of prime
entry andthejournal. It alsoinciudesthe balancesfrom the petty cash
and maincashandbankbooks.
As all Books are written using the Double Entry System,it therefore
follows that thedebit andcredit totals in theTrial Balancemustagree.
Any differencemustbe locatedandcorrected.

Income and expenditure account
TheTrial Balancewill afterall thecorrectingjournalentriesbe extended
to producean extendedtrial balancedomprising of income and
expenditureaccountand the balancesheet.The income account
scheduleshave credit balanceswhile the expenseshave the debit
balances.1f thecredits aremore thanthedebits theresultis an excess
of incomeover expenditure(surplus)while if the reverseis theoutcome.
a deficit is realizecLThe incomeandexpenditureaccountis theresultof
tradingor in our caseofinteractingwith membersfor a givenperiodof
time. It is normallydrawnup for apenodof oneyear.

Balance sheet and reserves
Also arising from the trial balanceis the snapshot of watersupplys
fmancialposition as at a particularperiod,referredto asthe balance
sheet. It is a continuationof the double entry concept~andbrings
togethertheassetsofan entity andthesourcesof financeof theseassets
referredto asliabilities andmemberscapital.Memberscapitalrefersto
the fonds injectedand resuitsof tradingover time, also referredto as
incomeand expenditureaccount.Both theseare thencompiledin a
report typedand printedand referredto as year~nd accountswhich
shouldbe audited and readto the membersat their annualgeneral
meeting.

Clencal routines
Clericalroutinesfor operatingthesystemare provided in Tables 1 and
2. Annex II containsthe books and documentsmentionedin the two
tableswhileAnnex ifi provides specimensof thebooksanddocuments.
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Summary
Theindividual watersupply, on thebasisof cornpetentprofessionaladvice,
shouldadopt thoseaccountschedulesand codeswhich are relevant and
applicableto its situation. However,thecontrol rules andclerical routines
areapplicableandshouldbeadopted.Thesuccessofthesystemwifi depend
On

a) theextentto which it is adheredto andrigorouslyenforced,and,
b) on retainingmembersactiveandwell informedparticipationin the

affairsof thesupply.

AnnexI providesasurnmaryof theScheduleof AccountCodesprovidedin
this chapter,Annex II containsbooks anddocumentsfor this systemand
Annexifi hasspecimencopiesof booksanddocuments.
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ANNEX III

SPECIMENSYSTEMDOCUMENTS





ANN~XI

SUMMARY OF ACCOUNTS CODES.

IncomeAccounts Codes

Water Rate [01-100-1]
Meter Rent [01-100-2]
Re-connectionFee [01-100-3]
Newœru~ctionscharges [01-350-2]
Standing charges (01-150]
Consun~Repair Charges [01-2(0-l]
Sevk~R~Jeredtoott~rwatersupplies [01-2W-21
MisoellareotsCharges [01-3604]
Water Depo~ts[ 01-3(0-1]
lnterestonBankDeFosits [01-3(X)-2]
Transfer of connection 01-2W-3]
Sale of Meters [01-250-1]
Saleof Meters boxes [01-250-2]
Saieof Pipes [01-250-3]
Saleof Materials [01-2504]
Application fee[ 01-350-1]
Labourcharges [01-350-4]
Newconnectioncharges [01-350-3]
Finesandpenalties [01-360-2]
Visitors charges [01-360-3]
Donationsaccount [01-380]
CapitalContributionsaccoimt [01-4(X)]

~eAca~uits

PersonalEn-~jluiren1s [02-5(0-1]
Casualwages [02-500-7]
Graiuity~nlP~isniCaitriixilloes [02-500-2]
Ebis~A1Iowar~is [02-5(X)-3]
Ofl~Personal/~liowai~s [02-5(04]
Pas~gear~1LeaveExpa~tses [02-5W-5]
Med~a1Oain~ [02-5(X)-6]
Trar~ortOperatirigExp~ses [02-520]
Trar~ortof1a1~juranJmaterials, [02-520-1]
~Iowai~ for Bic)desaMMotorC~des [02-520-2]
MotorVehicleftEls,oilsar~ikfricants,tyi~,Iak~s,

insurar~s,roadLic~s,Driver’sUc~s,etc [02-520-3]
Repairs,servidngarxImaintenar~eofvehides [02-520-4]
Tia~e1ingandAxommdaiionExpenses [02-525]
B~fares [02-525-1]
Hot lactomnï,dalionexpenses [02-525-2]

[02-525-3
Vehideml~ageallowares [02-525-4]
TeIephr~asageExp~nses [02-530]
OffidalEnteitairurent [02-535]
Electridty,WaterardCor~ervaity [02-5404]
Committeesiting allowances [02-560-1]
Conirnitteeduty ailowances [02-560-2]
PurdiaseofSuppliesfor Froduibn [02-570J
electricity [02-570-1]
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fuel,oil, andlubricants,
chemicals
filter materials
Gereralof~expenses
Uniforn~arddothing
Shwsardexhütions
C~aningaiaunhyexpenses
Offiœteaeq~es
Staüor~iyar4r~ng
Offiœ statior~y
li[Tar)m1a~iaJs
Finardalreœtr1sar~IIxoks
Hring,Reritan:IRates
Office rent
Land rent
Rates
Mis llareo~ar~lotI-~rExpenses
Bank chargesandinterest
Ledgerfees
Commission
Interest
Maintenarieofl~ant,Madifrryar~1Ec~iipn~nt
Maintenarï~ofLar~ardBuildings
MaintenarieofWaterSuppllyardSewerage
Maintenar~ofAs Roads
TrainingofStaff

Provisionfor bad debts
Provision for Depreciation
Aitan±i½xnuntar~yFees
ConsultanyServices

[02-570-2]
[02-570-3]
[02-570-4]
[02-580]
[02-580-2]
[02-580-3]
[02-580-4]
[02-580-5]
[02-590]
[02-5904]
[02-590-2]
[02-595]
[02-550]
[02-550-1]
[02-550-21
[02-550-3]
[02-600]
[02-615]
[02-615-1]
[02-615-2]
[02-615-3]
[02-620]
[02-630]
[02-640]
[02-~0]
[02-660]
[02-&~’O]
[02-675]
[02-680]
[œ-6~]
[02-690]
[2W]

De~reciationoL~ets
Office Block
Staff houses
Pumpbouses
Stores
Latrinse
Fences
waterkiosks
Intakeweir
Intakesump
Dosers
Instruments
works
Punmps
Engines
Motors/cables/switches
Gravity main
Rising main
Disrtibution unes
Servicelimes
Air valves
Sluice valves
Chambers

[02-680-1010-1]
[02-680-1010-2]
[02-680-1010-3]
[02-680-1010-4]
[02-680-1010-5]
[02-680-1010-6]
[02-680-1010-7]
[02-680-1040-1]
[02-680-1040-2]
[02-680-1060-1]
[02-680-1060-2]
[02-680-1060-3]
[02-680-10go-1]
[02-680-1080-2]
[02-680-1080-3]
[02-680-1100-1]
[02-680-1100-2]
[02-680-1100-3]
[02-680-1100-4]
[02-680-1110-1]
[02-680-1110-2]
[02-680-1110-3]
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Storage tanks
Brake pressure tanks
Production master meters
Distribution master meters
Consumermeters
Communitywater points
Tools
MotorVehides
Motorcyclesar~1hcydes
OffiœEcpipn~tt

Fixed Aseets [03]
Land
AcessRoads
Buildings
Office Block
Staff houses
Puinphouses
Stores
Latrinse
Fences
waterkiosks
Intakeworks
Intakeweir
Intakesump
Treatmentworks
Dosers
Instruments
works
PumpingEquipment
Puinps
Engines
Motors/cables/switches
Piping
Gravitymain
Rising main
Disrtibution unes
Servicelimes
Valves
Air valves
suuice valves
Chambers
Reservoirs
Storagetanks
Brakepressuretanks
Communitywaterpoints
Meters
Production mastermeters
Distribution mastermeters
Consumermeters
Tools
MotorVehides
Motorc~di~ihc~des
Of&EEcppi~nt

[02-680-1140-1]
[02-680-1140-2]
[02-680-1160-1]
[02-680-116G-2]
[02-680-1160-3]
[02-680-1150]
[02-680-1170]
[02-680-1180]
[02-680-1190]
[02-680-12(X)]

[03-1000-1]
[03-1000-2]
[03-1010]
[03-1010-1]
[03-1010-2]
[03-1010-3]
[03-1010-4]
[03-1010-51
[03-1010-6]
[03-lolo-7]
[03-1040]
[03-1040-1]
[03-l040-2]
[03-1060]
[03-1060-11
[03-1060-2]
[03-1060-31
[03-1080]
[03-1080-1]
[03-1080-2]
[03-1080-3]
[03-1100]
[03-1100-1]
[03-1100-2]
[03-1100-3]
[03-1100-4]
[03-1110]
[03-1110-1]
[03-1110-2]
[03-1110-3]
[03-1140]
[03-1140-l]
[03-1140-2]
[03-1150]
[03-1160]
[03-1160-l]
[03-1160-2]
[03-1160-3]
[03-1170]
[03-1180]
[03-1190]
[03-12w]
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CurrentAssets
Sparepartsandfittings
Stockof materials
Consumablestores
Debtors andprepayments
Fixed deposits
cashat bank
cashin hand.

[03-1250]
[03-1250-1]
[03-1250-2]
[03-1250-3]
[03-1250-4]
[03-1250-5]
[03-1250-6]
[03-1250-7]

CuirentLiabilities

customerdeposits
creditnrscontrol
accruedcharges
Banknverdraft

Longterm Liabilities

Reserves

General reserve
Revaluationreserve
Statutoryreserves
Fixedassetsreplaœirentreserve

[04-1300]

[04-1300-1]
[04-1300-2]
[04-1300-3]
[04-1300-4]

[04-1350]

[05-1400]

[05-1400-1]
[05-1400-2]
[05-1400-3]
[05-14004]
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ANNEX II: Systems Documents

This Financial Managementand Accounting System wifi use the following set of
accountingbooksanddocuments: -

Doc
No

Name Use

WSD 1 Consumer Agreement!
Application Form

Consumer Application for
membership in the water supply
showing agreement to abide to the
water supply bylaws

WSD 2 Applications Register control of applications

WSD 3 Water Connection Cost
Estimate

To notify applicant the
cost of connection

WSD 4 Consumer Card Consumer identification recording
monthly meter reading

WSD 5 Consumer Ledger Personal Accounts of each
consumer showing transactions
listed monthly On debtors control
and must agree with balance in
Nominal Ledger

WSD 6 Master Register of Register of all Consumers in
the water supply.

WSD 7 Meter Reading Book Book in which all meter readings
are recorded each month
consumption calculated to prepare
water bills.

WSD 8 Water Bill Invoice in which charges are made
to Consumers as Listed and
analysed in the Billing Day Books.

WSD 9 Report or~Meters Not
r.ead

A monthly report listing all
meters not read during the month
and giving the reasons.
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Doc
No

Name Use

WSD 10 Debtors Analysis List of all Outstanding Balances in
the Consumer Ledger. It must
agree with the Control Account in
the Nominal Ledger.

WSD 11 Budget Form A form in which the annual budget
for the water supply is prepared
in advance for the coming
Financial Year In the same
format as the lncome and
Expenditure Account.

WSD 12 Revenue Receipt To acknowledge all payments
received. To reconcile with
deposits and to analyse payments
received.

WSD 13 Nominal Ledger A Leaf-book in which each
account in the Schedule of
Accounts Codes has its own page.
Monthly balances on each account
item are then listed in the Trial
Balance.

WSD 14 Cash Payment /petty
cash voucher

Numbered document on which all
cash payments from lmprests are

recorded. Petty cash Payment
Vouchers are recorded in Petty
Cash Books.

WSD 15 Payment Voucher A voucher prepared for every
payment made giving relevant
details.

WSD 16 Main Cash/BankBook

•

.

A Book of Prime Entry in which all
cash receipts and payments are
recorded and analysed and lmprest
Accounts controlled. At the end of
each month totals are posted to
the appropriate accounts in the
nominal ledger. Balances are taken
at the end of the month and
reconciled with the bank balances.
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Doc
No

Name Use

WSD 17 Purchase Requisition Document authorizing the
purchase of goods required which
are not in stock. It must be signed
by an authorized signatory

WSD 18 Local Purchase Order Instructions to a Supplier to
supply goods or services. Must be
signed by an authonsed signatory

WSD 19 Goods Received Note Document prepared to record all
items received in the stores. A
copy of this is attached to a copy
of the Local Purchase Order and
attached to the SuppIier~s invoice
to justify acceptance of the
invoice.

WSD 20 Stores Requisition Requisition for items required
from the Stores and signed by an
authorized signatory.

WSD 21 Stores Issue Note A voucher listing any item issued
from the Stores. A copy of this
document must be attached to the
appropriate Job Register.

WSD 22 Stock Control Card A Card prepared for each item in
the stores on which all issues and
receipts are recorded using the
Goods Received Note and Stores
Issue Note. Numbers are used as
authority for the entries. Balances
of all Stock Control Cards are
entered on Stock Summaries at
the end of every month.

WSD 23 Stock Summary
•

List of all items and their
balances in Stock abstracted from
the Stock Control Cards
periodically for report purposes.
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Doc
No

Name Use

WSD 24 Purchases Day Book (i) A Book of Prime Entry in which
all Supplier’s Invoices are
recorded and analysed. Totals are
posted at the end of each month to
the Nominal Ledger and individual
Invoices to the Creditors Personal
Accounts.

WSD 25 Creditors Analysis
-

List of all Balances on the
Personal Accounts of Creditors
prepared monthly, the total of
which must agree with the
Balance of the Creditor1s Account
in the Nominal Ledger

WSD 26 Personnel Record Personal information record, one
of which is prepared for every
staff member.

WSD 27 Pay- roll Document showing the breakdown
of the make-up of gross pay and
the deductions leading to net pay
for each person receiving salary.
One pay-roll is prepared for each
class of employees.

WSD 28 Trial Balance A list of all the balances in the
Nominal Ledger plus the balances
of all Petty Cash and Main Cash
Boa ks.

WSD 29 Journal

,

A Book of Prime Entry in which
Internai transfers are made.
Where Accrual and Prepayments
are effected, depreciation
provided for, and where posting
errors are corrected. All Journal
Entries are posted to the Nominal
Ledger.

4 AnnexII





Doc
No

Name Use

WSD 30 Job Register A form prepared for each job
carried Out by O&M personnel
giving details of man hours,
materials used,and transport
costs and specifying where the
costs are to be charged.

WSD 31 Time Sheet A form used to allocate working
hours of O&M personnel and any
other personnel whose time is
divided between different Jobs.

WSD 32 Vehicle Monthly
casting record

A form prepared monthly for each
vehicle giving all costs in a
month of that vehicle and
calculating the cost per
kilometre run by that vehicle
during the month

WSD 33 Monthly O&M Report A chart showing all the
technical occurrences at the
water supply in a month

WSD 34 Monthly Management
Information and
Statistics

A Chart prepared monthly giving a
concise summary of all major
items of Financial and
Management information culled
from the other documents
produced during the month.

WSD 35 Fixed Assets Register Register giving details of all
Fixed Assets owned by the water
supply. required for Audit
Purposes.

5 Annex II
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Table1- IncarneClertat Routnee

OccurenoedActivtty Psymense kivotved Recordlng and TransactIons to b.end oui Boclulfloaamente ue.d Cash Qjstody 0ffIcen hwolved

An sppMcatt spØes to cm the
Water Supply

App~a~rtForti tee t) tssiied wttti e rectpt
N) entry made h’ cash ibak bock
M)rnembers natte entend lj~the Appflcattons Ra~stw
k) appksnt ~vsn s water ocs,nection coat estimte

I) Appflcatlon toirn
lI) Recatt bock
M) Cash/Baik Bock
k) ApØcattona Fflegtstsr
V) Water connectton coat estlnrtate

lotit arrstuntbanked D A courts Clerk
fi) Line Patraller

Âjpdoam hittda ait cardtlone
Patad In the Application Fort,
and le edrntitted as s member

I) water depoeit
tt)devaiopment labour lees
IN) conatsrier meter
k) meter box
v)penatty lor new meortberahip
vI) oost of meterlals
vU) tniatallatton tabour tees

D leased wttti s reoat~toi ait the 7 payrnenta
N) erttry mede to cash Ibank bock
M) menter~anaine entered r the Master Re~Ser
k) mernber leased wfth s CcnaJme~aCaïd
y) seperate encourits opened toi water depost, dsutoprrent Iabotn lees,

mater sales, meter ocx sales, penalty, sale ci rratartsle and tnalsltatlon
tees hi the Nornanat Ledger to record reœt~zal these money.

vi) accourt opened for merrter In the Meter Reacings Bock lor
recorcing monthty œnsum~ton

vIt) accourt apened in the Consumer Ledger tor rscorctng water
bMktgs end payrnents

vtfi) inetmctions lesued to OMA staff to nabot the neer connedon

t) Pecei~bock
I) CaahiBank Bock
Nl) Master re~ater
k) Consumer Cad
Y) Nominal Ledger
vI) Meter Reacings Bock
vU) Consumer Ledger
‘IN) Job Regleter

totat armant bankad D Manager
II) Accounta Clerk
lIt) O&M stelt

Monthly mater readlng s
done on die spectited date

I) each msmber’a meter reedirig le scorded n the Msfer Reacings Bock
N) mater reading le also recorded e the Coraurner Caïd al the meter site
IN) cortsurnptton to deternilned by deô.scttng current teadings from

the_prevolus_one_and the_bill_detemttned

t) Meter Readinga Back
fi) Consumer Caïd
fit) Rflatar of meters not raad

t) Meter Reeders
t) Accounta Clerk

auto are preperad and sent ta
conaurnera

t) water bttts
N) tnlorrnatbn cantalned hi the water bitta ta debited In the nalvicitisi

Consumer Ledgera
IN) total amount bilted to all consumera la dabtted ta the water

sales socaunt la the_Nominal Ledger

t) Water BIO bocks
It) Constanter Ladgers

Accounta Cierk

Consumais psy toi water on
the Se cIste

t) water psymenta
t) startding charges

III) other paymenta

»a receipt ~ed lor total amount pald
N) cash recect racorded In the CaahlBank Back
NI) each pahintant la credted Incivicually in the Consumer Ladger
k) total arnount — by aM consumera to credtad to water sales,

standing chargea asic otter payrnents accounfa In the Nominal Ledger

I) Recetpt bock
II) Cank/Bank Bock
fil) Consumer Ladgar
k) Norntnat Ledgar

total amount bankad Accourtts Clatit

Borne consumera do not psy
on the due data

narnea entered in the dlaconnectlon Regraner ter trravedtate eut off t) Delxora analysls
fil Dboonnectlon ragtstar

I) Manager
til Accounts Ciark

deconnediona are afteoted meter reaclngs taken on die data al dteccnnadcn Uleconnection regtatar t) Manager
t) O&M staff

~aconneaedconsumera
psy thetr debta

I) water payments
il) standing charges
III) other payments
k) reconnecton tees

t) s recelfi leased toi total arrtount —
N) osati recetpt recardaI ht CattlBank Bock
Ut) each payrnent le credited )ncNvtotsalty to the Consumer Ledgar
k) total arnount peid by alt consumera le crecMed to the water sales,

standing charges, other payrnsnts and raconnection tees accoua
to the Norrdrst Ledger

y) inatruc&ns toc the reconnectton al the consumer ~van to CalA staff

) Raœtpt book
N) Csah/Bank Bock
fil) Consumer Ledger
k) Nominal Lsdgar

) Job regeter

total arrtaunt banked t) Accounta Ciara
fi) OMA staff

A sternS spolias lor ha
oonnectton to b. tranalered

pays transter tees t) e realpi tot the smount pald le leaued
N) cash sceipi reœrded r Cest’ank ~co~
Nt) antount la recordsd In tIns traistar tees account in the Nominal Lsdger
k) toksucttons lor the tristan ol the connectton gken to OMA staff

I) Recetpt bock
N) CatBank Back
NI) Norrttnal Ladger
k) Job re~tar

total arnount banked I) Accaunts Clatit
fi) O&M staff

A rrtenter appllee lor his
servtoe fine ta he repsired

paya eatfrrated repalr Ina I) e recetpt lor the arnount p*t ~ asued
N) cash necetix reœrded to Cah/Benk Bock
NI) arnount le recarded in Ils consumer repars tees accourt in the Notrnnal Ledger
k) tnttxtions toi the rspak al the consumera line given to O&M staff

I) Reœlpt bock
fi) Cashi/Baik Bock
IN) PCrhinal Ledger
k) Job re~ner

total amouttt ba~W I) Accounta Ctark
II) OMA staff

h persan clensles rrcney
Ntte w~rsuppty

paya cash or by cheque D e nectçl toe the srraLntclonged le leased
t) cahichequs receipi recorded hi CattiBcnk Bock
~!Lrount le recarded In the dirtettoete encourt hi the Norrenal Led~er

t) Receipt bock
N) CS,IBa,k Bock
Ni) Nominal Ledger

total amount bani~ I) Manager
II) Accounta Clerk

Merrters conttuta nzney
lor capital devedpment

they psy cash t) s tecelpt toe the emount contrtbuted le leased
D ceeb recslpi recorded to Cesh/Ba* Bock
I) enruntt le tecorded hi the capItal nsnttutktns encourt hi the Norrttsl Ledger
lv)arrmtrt peld by each member le recorded in the capital contrtbudons regtafer

D Recettx bock total arnouttt banked
N) CashiSa,k Book
M) Nominal Ledger

Aœounta Clerk
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APPLICATION NO WSD 1 APPLICATION NO

,
WATER SUPPLY/PROJECT

MEML3ERSI LIP APPLICATION FORM

,-—____ OLD T~HOLDERJNEWAPPLICANT

TO ThESECREI~ARY,
POBOX

( UMURI’

PR’V kTE 11)151:1lOb .1) M111131 RSI lIP
NAME...... ...... -.:..... u ID NO

ADDRESS -. -

PLOT L’RNÛ.. SECTION

P~7RP7SEFORWIIICIT WATER IS REQUIRED

(n L1\’ESTOCK I ) TYPE Na..~......

(ii; DOMESTIC ( NO orDLPEND -. ...~. OTHER PURPOSES

(iii TOTAL ESTIMATE OFDAIItY WATER REQUIREMENTS DRUMS

Bi COKf¼f1:RCI\l NffiNII3LRSIIIP

NAME 01- I3USINLSS -.........~...TYPEOF BUSINESS -

POSTALADDRESS . -

PLOTLRNO u SECTiON

LICENCENO (PhotoCopiesRequiredi

Purposeforwhichwaterisreqinred _.. .....~.- L_.. I

ESTIMATEOFDAILY WATER REQUIREMENTS ~ .DRUMS

C pCST~FV~1O\TSMENfBERSIIIP
NAME OF INSTrflTION —i__- ...~... -TYPE 0F INSTITUTION

POSTAL ADDRESS - . -..~.. . -

LOCATION. PLOT ER NO -. SECTION

LICENCENt) CERTIP1CATENO (PhotoCopiesRequtred)

Purposefor wfuch water is required ....~ ~ ~- - --

ESTIMATEOFDA1I.Y WATER REQtJLREMENTS DRUMS
D I haveagreedto cornply w,th the By-Iaws andany other rules made b>’ the Management Committe from urne to urne I

guarantee the accuracyof the information given above.

Signatureof Applicant - ID No

ForflfflciaJ usconl~

Approved .. Chairman . Secretary .. ...

Signature Signature
REJECI~ED RE-\SONS L) -

2)....~. .~

4) — -...-... ..

5) ..~





WATER SUPPLY/PROJECT

REGISTER OF
WATER CONNECTION APPLICATIONS

Not Connected

Explariatlon

AppIk~alktn
No.

Nameo! AppIk~ant
PtoI

Number (L fl)

W~D2

Action Taken

Ap~hcarit
Coniiectecl

AJc No & Date





.WATER SUPPLY/PROJECT

NAME ~F APPLJCANT

P.O. B~x

WATER CONNECT1ON ESTIMATE

WSD 3

CONNE~TJONN~:

METER NUMBER:

SZE OF METER.

EST1MATE:

MATERALS:

GIVE DE~AtLS:

Shs. Cts.

LABOUR

INCDENTALS

TOTAL CONNECTION EST!M,ATE





WATER SUPPLYJPROJECT

MASTER REGISTER OF CONSUMERS

%VSD 6

ConnecilonNurnberAccount Number Name of A/e Hokier RemarksPfotNuri*ier(LR)

.5





WATER SUPPLY/PROJECT

METER READING BOOK WSD 7

cONNECT)ON No. PLOT No.

NAME
METER Size InstaUed M~H Date

Date Inaex Read:ng Reader Remarks





WATER SUPPLYJPROJECT
T~WSD 8

P.O. Box

‘o

A~oress—

WATER BILL No.

Aount N~ ConnectionNo.

Meter No

Bil’ cate

MeterReading Date

Acc~n~Code Detail Amourit
Meter Rea~ngs -

Previous Current
Consumptiori

M3

WATER consumed
METER_RENT

WATER DEPOS~T
RECONNECTION FEES

LABOUR FOR NEW CON NECTIONS

SUNDR lES

Total CurrentMorith

BalanceBroughtFwd.

Amount Now Due

NOTE:-

No recelptwill be recognizeci except on official forrn.
Thisoffice mustbe notified In writing of any change in tenancy or theva~tionof any
prem2sessupplied with water,otherwlsethe last known occupier Will be held responsible
for all charges until the connection is cut off





DEI3TORS ANALYSIS FOR

WATER SUPPLYJPROJECT
WSD 10

Account No Meter Niirnber Sub-tocalion Total Kshs

— I





LA).Sb 11
Water Supply Annual Budget Form

AIc Code Title Amount
Income
01-100-l Water Rate
01-100-2 Meter Rent
01-100-3 Re-cormection Fee

01-350-2 Newcorir~ctionsdiarges
01-150 Standingcharges

01-200-l Consun~rRep~irCharges
01-200-2 ServiœsEenc~redtootIrwatersuppli~
01-360-1 Misœ11aneo~Charges
01-300-1 WaterDeposits
01-300-2 nterestonBankDeposits
01-200-3 Transfer of connection
01-250-1 Sale of Meters
01-250-2 Sale of Metersboxes
01-250-3 Saleof Pipes
01-250-4 Sale of Materiais
01-350-1 Application fee
01-350-2 Labourcharges
01-350-3 New connectioncharges
01-360-2 Finesandpenalties
01-360-3 Visitors charges
01-380 Donationsaccount
01-400 Capital Contributionsaccount
Exp~ire Axoimts

02-500-1 PersonalEirolurrEnis
02-500-7 Casualwages
02-500-2 Gr~uityandP~onContribulions
02-500-3 FbiseA11owar~s
02-500-4 OtF~rPersonalA11owar~
02-500-5 Pa~ageandLeaveExpenses
02-500-6 MedicalClairns
02-520 TransportOperatingExpenses
02-520-1 Transportoflalx)urar~teria]s,
02-520-2 P&wanx~sforBic~desandMotorCydes
02-520-3 MotorVéhidefoels,olisandluhi~nts,tyres,tu1~,

insuranc~s,roadUœnœs,DriverTsLioences,etc
02-520-4 1~e~irs,servidrigandmairitenanoeofvehicles
02-525 Tm~]ingandAccommodaiionExpenses
02-525-1 B~fares





02-525-2 Hotelaccomnx)dationexpenses
02-525-3 hind~s
02-525-4 Vehidemileageallowances
02-530 Te1ephor~andpostageExpenses
02-535 OfficialFntertainn-~nt
02-540-1 Electricity, WaterandConservancy
02-560-l Conirnittee siting allowances
02-560-2 Coniniittee duty allowances
02-570 PurchaseofSuppliesforProduction
02-570-1 electricity
02-570-2 fuel,oil, and lubricants,
02-570-3 chemicals
02-570-4 filter materials
02-580-l GerEraloffiœ expenses
02-580-2 Uniformsanddothing
02-580-3 Sfrwsandexhilitions
02-580-4 Cleaningand]aundryexpenses
02-580-5 Offiœteaexpenses
02-590 Stationaryandprinting
02-590-1 Of&e statior~ry
02-590-2 lifraryrnaterials
02-5~ Financia1rewrc~and1oo1~s
02-550 Hlring,RentandRates
02-550-1 Office_rent
02-550-2 Land_rent
02-550-3 Rates
02-600 Misœllar~oi~andotF~rExperises
02-615 Bank chargesand interest
02-615-1 Ledger fees
02-615-2 Commission
02-615-3 hiterest
02-620 Maintenan~ofPiant,Mad*~TandE~n~nt
02-630 MaintenanceoftandandBuildings
02-640 MairttenanœofWaterSuppllyandSewerage
02-650 MaintenaneofAxessRoads
02-660 TrainingofStaff
02-675 Provision for bad debts
02-680 Provision for Depreciation
02-680 Depreciation





~h)ii iZ

RECEIVED WITH
1HANKS moM

WATER SUPPLYIPROJECT

DATE CONNECTION NO..

WATPR ~Y!NIJ! REOEPT

WATER
CI-lARGES

UNITS CONSIJMED
CUB)G METERS(M~)

OTI*R
CHARGES

SUPPLYIPROJECT

OTI-IERS
(DiICI~

Shi.

- 3501
TOTAL

MAOUNT

cl. Shi. Cti. Shi. Cli. Shi. cri.

SK3NATURE

WATEn R~V!NU~R!~EIPT

~....WATER SUPPLY/PROJECT

DATE RECEIVED WITH

IHAM(S FROM

.

CONNECTION NO.. UNrTS CONSUMED

CUBIO METERS(M3)

•

WATER

CHARGES
011-IER

CHARGES
OTHERS
(Duet,.)

TOTAL

AMOUNT SIGNAT1JnE

5h!. ~Cti. Shu. ~Ctg. Shi. ~Cli. Shi. ~Cti.

3502

WATER RIVINUF RECEPT

WATER SUPPLY/PROJECT

DATE RECEIVEDWIIH
TF-IAM(S FROM

GONN~CTIONNo.. UNITS CONSUMED
CUBIC METERS(M3)

WATER

CHAJ~GE8
OTHER

CI-IAR~S
OTHERS

‘~‘~)
TOtAL

AMOIJNT

Shi. ~Cti Shi ~Cti. Shi. ~Cti. 8M. ~C$..

3503

WATIN RIVINUF R~C~1PT

WATER SUPPLYIPROJECT

DATE RECEIVEDWITH

THANICS FROM
CONNECTIOP4 No.. IJN~T8CONSUMED

curnc METERS(N3)

,

WATER

c-lAFlG~8

OTHER
oHARc~ES

OTHERS -

(0,1~1)

TOTAL

AWiUNT

In. cii Shi. Ct.. SPil. titi. Stii. Oti.

—

. —---
.—

‘ 3504

RECEIVEDwrri-t

WATIR RtV!M~ntoEIPr

UNtTS CONSUMED
CUBE MEtER~

N~505

TH»~FROM





‘Nominal Ledger

-- - ~

Dr. Account

r—

WATER SLTPPLY/PROJECT
WSD 13

Cr.

—rn—
j

Details -~

:~
I

:~.i::i: :hte

~-

ï
Details

.1 J I I F I

Folio :

-F’

7-H~I
~-~_-.

~

:~_~
..

~
— •-•

~

:

TT.

~I
—

— — —

~r
~-

- ~
..~TT_

~H-~_-E:::::
-~--.~ ..~

~

-~-.- -.~

•

L___
..-.--..P ii

•— -- — ~ — : ~ ~ .

--

-~

::
;A:?1.~z: :_1_____

‘ ..

~- — S-. - ~-7.~_ L I - — -

~ :

~ii
~ --

-_DJ

L

.--

.

-.

H..IL

~L::ïLi
.

:lJ Il
- il F - Tï1T

UIL
... . L

J

- H
: . T[ F —

— irT T~
:i

- ~ri~ïi
~J1TT

•1— — -

- L
j

:

::__

-

-

PH

~~_H_____

T~-

L
~

~

~H-
~:

~
L- — —

-I~

~

.

~

:

— -

r T





WATER SUPPLYTPROJECT

WSD 14
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WATER SUPPLY/PROJECT
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WATER SUPPLY/PROJECT
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VEHICLE MONTHLY COSTING RECORD -

Reg!~rationNo. Make Year Capacîty Colour

Book Value a~start of Financ~a1Year Shs Speedo meter Reading

Record & Cosung for the Month of Driver

Speedo Rea~rngStart End Km. Cum. Km.
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REPARS& MAINTENANCE
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Preparedby Date -
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FIXED ASSETS REGISTER - ASSET TYPE

NUMPER DESCflIPTION cosî PI1~CE PUIRCHASE
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