inancial rules and procedures


10. DRAFT FINANCIAL RULES AND PROCEDURES 
Basel Convention Regional Centres 
TABLE OF CONTENTS


10-1A
Introduction


10-1B
The Framework of Financial Responsibilities at each BCRC.


10-1B.1
Statutory Bodies


10-2B.2
Individuals


10-3B.3
Scope of the Rules


10-3C
Budget and audit


10-3C.1
The Annual Budget of the BCRC


10-3C.2
Annual Audit


10-3D
matters concerning project managers


10-3D.1
General Principles


10-4D.2
Budgets for Projects and Programmes


10-4D.3
Subcontracting


10-4E
matters concerning the Administration & finance office


10-4E.1
Significant Accounting Policies and Definitions


10-5E.2
Accounting and Records


10-6E.3
Authority


10-7E.4
Goods and Services


10-8E.5
Assets and Capital Expenditure


10-9E.6
Bank and Cash


10-9E.7
Banking Arrangements


10-10E.8
Cash management


10-11E.9
Payment procedures


10-11E.10
Investments


10-14F
REMUNERATION and PERSONAL EXPENSES


10-14F.2
Pension


10-14F.3
Loans


10-14F.4
Travel and Associated Expenses


10-16G
Associated Proformas


10-16G.1
Travel Authorisation Forms


10-16G.2
Travel Claim Form


10-16G.3
Expenses Summary Form




List of Achronyms used
BCRC

Basel Convention Regional Centre
BCON

Basel Convention Operational Network

COP

Conference of the Parties (to the Basel Convention)

DSA

Daily subsistence allowance

NGO

Non-governmental organisation

SBC 

Secretariat to the Basel Convention

Definitions not covered elsewhere in the text
Cost Centre
A sub-component of a BCRC, managed as a discrete department or unit and having its own budget as a sub-component of the main budget.

10. DRAFT FINANCIAL RULES & PROCEDURES FOR BCRCS
Preface: This document presents the 1st draft of the proposed generic Financial Rules and Procedures for discussion and eventual adoption by individual Regional Centres of the Basel Convention. As it stands, it has no authority but is simply a basis for discussion, as commissioned by the Executive Secretary of the Convention. Several sections are currently missing and can only be added once BCRCs have been consulted further on their ways of working.

A Introduction 

1. A well-managed institution needs financial rules and procedures by which to conduct its daily business, to satisfy the need for consistency in treatment of staff, compliance with audit requirements and the maintenance of accurate and useful records. Additionally, each BCRC must ensure adequate financial and management controls as required by the Basel Convention Conference of Parties (COP) and as expected by governments and other BCRC clients. 

2. Although BCRCs work closely with the United Nations and with their own national government, most are (or will become) autonomous institutions with their own legal personality and as such need their own distinct systems, procedures rules and regulations. This initial version of BCRC Financial Rules and Procedures is offered by the SBC with the object of providing fledgling regional and co-ordination centres with a solid baiss for operation. Through consultation between the SBC and BCRCs, this initial generic version will be refined and expanded to meet the overall needs of the Basel Convention Operational Network (BCON), and to the extent possible, SBC will assist individual centres to adapt these to this generic version to its own regional character and requirements. 
3. Basel Convention Regional and Co-ordination Centres are collectively referred to in this document as BCRCs.

4. BCRCs vary in their structures and the ways in which they have been formed and supported. They also differ in terms of the ways I which they are governed. Conventional NGOs in most countries are required to have Governing Bodies who provide independent oversight of the policies, programmes and budgets of the institution. Whilst ultimately, BCRCs are responsible to the COP, the actual independent oversight has, for most BCRCs, yet to be defined. Satisfactory operation of each BCRC does however require that independent governance be defined and set in place, whether that means a Governing Board, a Steering Committee or some other formulation of independent oversight. Within this document, that body will be referred to as the Governing Body.
B The Framework of Financial Responsibilities at each BCRC. 

B.1 Statutory Bodies 

5. The governance structure of the institution will be defined in the institution’s statutes or failing that, as defined by the COP. The Governing Body shall be independent of the institution, in such a way as to be able to ensure objective, unbiased advice, guidance and decisions. The following section outlines the structure of formal responsibilities in respect of financial matters. 

B.1.1 The Governing Body 

6. The Governing Body approves financial policy and oversees management of the financial affairs of the BCRC. Whilst for small institutions the Governing Body’s responsibilities and activities will be quite restricted, ultimately, in larger institutions, its financial responsibilities may extend to:
a) govern, manage and regulate the finances, accounts, investments, property, business and all affairs whatsoever of the BCRC, and for that purpose to appoint bankers, the auditor and any other officers or agents whom it may seem expedient to appoint; 

b) invest any moneys belonging to the BCRC; to borrow moneys on behalf of the BCRC; to sell, buy, exchange, lease, and accept leases of real and personal property on behalf of the BCRC; 

c) enter into, vary, carry out and cancel contracts on behalf of the BCRC. 

7. In order to discharge these responsibilities the Governing Body has to consider and decide upon the following financial matters: 

a) Approve financial rules, procedures and policies and keep them under review;

b) Review and adopt the annual report of the auditors;
c) Review and adopt the annual budget proposal for the following year;

d) Maintain overview of the BCRC’s overall financial position with respect to the approved budget and instruct the Director in respect of any corrective action that may be necessary to avoid budgetary deficits. 

e) maintain overview of the internal financial management and control;

f) Consider and decide on any new investment proposals with a value of over $20,000. 

g) Monitor the performance of the BCRC’s investment portfolio and adherence to the approved guidelines and procedures  for investing and approve any significant proposed changes in the portfolios or the manner in which they are managed.

B.2 Individuals 

8. Individual senior managers have specific financial roles and responsibilities. 

B.2.1 The Director 

9. The Director is the principal officer of the BCRC and as such is responsible to the Governing Body for the financial well being of the BCRC. The Director brings to the Governing Body proposals for financial plans and policies and reports on the achievement of those plans and policies. 

B.2.2 The Finance Officer
10. The Finance Officer, is responsible to the Director for:

a) ensuring that all documents relating to financial rules and procedures are kept up to date and are distributed appropriately. 

b) ensuring that financial procedures are in place to protect the BCRC's assets and revenues and that these procedures are subject to audit from time to time. 

c) the provision of sound financial advice and information to committees, management and staff generally. 

d) the monitoring of financial performance against budgets, targets and plans as appropriate in different areas of the BCRC. 

B.2.3 Project Managers and Section Managers 

11. Project and section managers are responsible to the Director for the proper use of funds under their control in accordance with these Rules and to meet the objectives of the BCRC. 

12. Specifically, their responsibilities include:- 

a) the operation of all accounts and budgets under their responsibility in accordance with financial rules and with current Institute policies. 

b) ensuring that overall expenditure does not exceed income without higher authority. 

c) ensuring that any staff to whom they have delegated financial authority are aware of the appropriate financial rules and guidelines and understand them. 

d) ensuring that they themselves are aware of the requirements of the BCRC's financial rules and procedures as issued and amended from time to time. 

13. Project and section managers may delegate financial authority to other staff. Such authority must be notified to the Director before it can take effect. Managers must also keep a record of any such delegations and any limits set thereon for audit purposes. 

B.3 Scope of the Rules 

14. These Financial Rules apply to all monies recorded within the BCRC’s accounting system regardless of their nature, source or purpose. All moneys received or expended on BCRC activities are to be so recorded.

C Budget and audit

C.1 The Annual Budget of the BCRC
15. The framework for income and expenditure at each BCRC is the Annual Budget which is drawn up each year by the Director in consulotation with the SBC, within the framework of the mulit-year budget approved by the COP, and submitted to the Governing Body for approval immediately before the start of the financial year to which it applies. The budget provides detail of the anticipated expenditures of all Cost Centres, based on the approved establishment and associated payroll costs, on other essential expenditure and on the internal charges for overhead services and taxes. It also provides overall levels of direct project expenditure and estimates of income. 

16. Heads of Cost Centres and programmes are required to manage within the approved budget.

17. After approval of the budget by the Governing Body, the Director shall take all possible steps to ensure that income and expenditure accord with the approved budget and will ensure that revised estimates of income and expenditure are submitted to that body at appropriate intervals through the year in question.

C.2 Annual Audit

18. The Director will ensure that the auditors appointed by the Governing Body undertake their annual audit of the BCRC as soon as possible after the close of the financial year. After such adjustments to the accounts that the auditors may require, the Director will present a summary of the accounts to the Governing Body in a form, which can be readily compared with the approved budget for that financial year. The report will explain any significant deviations. The Director shall also indicate whether the out-turn has any significant implications on the budget already approved for the current financial year. 

19. A management letter will be required  from the Auditors, outlining any weaknesses in internal controls or other problems encountered, together with recommendations to address any such issues and detailing any important qualifications. This letter and the Director’s response to it, will be made available to Members of the Governing Body.

D matters concerning project managers

D.1 General Principles

20. BCRC project proposals may be formally submitted to potential funders only when they have been approved by the Director and the Executive Secretary. 

21. No project shall be approved that is not in accord with the development principles of each BCRC or is outside its accepted terms of reference.
22. Project implementation shall not commence unless project funds (whatever their source) are available to meet the cost of the project, or the current phase of the project.

23. Contracts through which projects are agreed between each BCRC and a donor or client, should be signed by Director, after approval of the terms of reference by the nominated project manager. Contracts are thus established with each BCRC, not with the individual staff member.  All signed project agreements must be kept on file and a copy sent to SBC.
24. Every attempt must be made to agree contracts in US dollars .

25. The project manager is responsible for ensuring that the project is executed within budget and on schedule, and to ensure that expenditure does not run ahead of income. He/she will report to the Finance Officer or the Director immediately any risk becomes apparent that expenditure may run ahead of income or lack of funds may prevent the project being satisfactorily executed. 

D.2 Budgets for Projects and Programmes

26. Budgets for all proposals must be approved by the Director before formal submission to potential donors or clients. Budgets that exceed $50,000 must be subemitted to the Finance Officer at SBC for approval prior to submission to a potential donor or client.
27. Budgets must include all anticipated costs including full overheads. Where the client is unwilling to pay certain of these costs, flexibility may be used in the budget presentation to accommodate the wishes of the client. The overall costs of executing the project must still be fully included, unless the Director decides that the BCRC is able to and should itself allocate internal resources to the activity, in which case, the respective contribution should be shown in the budget.

D.3 Subcontracting

28. Consultants to each BCRC are contracted as consultants rather than as employees of the BCRC and this must be stressed in all contracts with consultants. 

29. Proposals for the engagement of consultants must be submitted for approval to the respective Director, together with the respective terms of reference. All consultancy contracts are issued by the Director or his/her designated representative.

30. Once the contract has been issued by the Director and has been accepted by the consultant, the project manager will be responsible for overseeing the substantive work and the respective Finance Officer will be responsible for managing the contract from a financial point of view.

E matters concerning the Administration & finance office

E.1 Significant Accounting Policies and Definitions

E.1.1 Income

31. All income is accounted for on an accruals basis, recognised on the basis of expenditure incurred. Framework agreement income, which is not of a project nature, is recognized once the agreement has been signed.  Income received during the year but not spent is recorded in the balance sheet as deferred income. When expenses are incurred in advance of the receipt of income, the income is accrued and recorded in the balance sheet as project income receivable.

E.1.2 Expenditure 

32. All expenditure is accounted for on an accruals basis. 

E.1.3 Funds contracted under project agreements

33. These are funds received or to be received from donors in accordance with specific agreements. These funds are subject to a restricted use, usually determined by specific budget lines included in the agreement. 

34. At the close of the year, based on the accrued expenditure and cash income, projects may be in positive or negative balances. The sum of the positive balances is reported as deferred income in the Balance Sheet while the sum of the negative balances is reported as project income receivable.

E.1.4 Funds contracted under framework agreements

35. These are funds received or to be received in accordance with framework agreements signed with donor agencies. These funds are normally subject to some restriction in their use, but unlike projects, the restrictions are more generic and generally determined by geographic or thematic conditions. 

E.1.5 In-kind contributions

36. BCRCs may receive “in-kind” support, particularly from the host government. This support may take the form of staff seconded to the Centre, facilities provided free of rental, administrative services such as accounting and HRD, etc.. In all instances, the value of the contribution shall be calculated and included as income and expenditure. (Note: This rule requires discussion and expansion for it is too simplistic as it stands, and will depend on the accounting framework under which a Centre prepares its accounts. From the Convention’s perspective, it is always better to show the full value of contributions in kind.)
E.1.6 Currencies

37. The BCRC’s accounting records are maintained in US dollars. Transactions denominated in other currencies are translated to US dollars at rates of exchange prevailing at the time of the transaction. Account balances denominated in other currencies are translated to US dollars at the exchange rate prevailing at year-end. All exchange differences are recorded through the income and expenditure statement.

E.2 Accounting and Records

E.2.1 Accounting Records – General Outline

38. The Finance Officer is responsible for ensuring that appropriate accounting records are maintained in order that each BCRC can:

a) collect all income to which it is entitled;

b) account for the proper expenditure of all funds;

c) meet all needs on the allocation of financial resources, management accounting and other financial information;

d) report to clients on the expenditure of their funds for the purposes for which the funds were provided and respond efficiently to external requests for financial information.

39. One set of integrated accounts must be maintained for each BCRC that includes all financial activity undertaken by the office. The accounting software used must be approved by the SBC Finance Officer.
40. These Financial Rules and Procedures will be supplemented by the each BCRC as appropriate, with additional accounting procedures.

E.2.2 Accounting Code Structure

E.2.2.1 General

41. Income and expenditure against approved budgets should be recorded so as to facilitate the production of regular management reports and the BCRC’s annual accounts. All items of income and expenditure will thus be coded, to identify the nature of the particular item and budget, unit or project to which it relates. All budget managers will be provided with a list of codes, which relate to their responsibilities.

E.2.2.2 Outline of Code 

42. Cost Centre / Project codes: Five numeric characters, corresponding to an account code in SunAccounts. An additional two-character suffix is used for sub-projects. Each project is to be assigned analytical codes to identify:

· Project Office – the office that has primary management responsibility for the project

· Project Manager – the staff member who has primary management responsibility for the project

· Region / Country – in which the project is being undertaken

· Programme – the principal programme under which the project falls.

43. New project numbers may only be issued by the Finance Officer.

44. Memo accounts are used to track and control advances to UNDP.

45. Income and Expenditure Code: Three - five numeric characters. New income and expenditure codes may only be issued by the Finance Officer.  Where additional analysis is required as to the nature of an expenditure, a sub-code may also be required.

Note: Please refer to the Accounting Procedures manual for detailed explanation on the account code structure.

E.3 Authority

E.3.1 Budget Holders

46. A Budget Holder is an individual with responsibility for expenditure of a BCRC’s funds. Heads of cost centres and project managers are the main budget holders although in practice they will normally delegate a certain degree of responsibility to others. Such delegation should be explicit and where it is significant, the respective Finance Officer should be notified in writing. A list of budget holders must be maintained by the Finance Officer.

E.3.2 Restrictions on Expenditure

47. All expenditure is to be in accordance with the purpose for which the funds were given. This means that money given for specific projects or purposes must be restricted to those projects or purposes, and any overhead charges must conform to those agreed in the contract through which the funds were received. Such funds may therefore not be spent on the following:

a) Charitable donations;

b) Loans or advances to  members of staff;

c) The purchase of gifts for presentations to members on retirement or departure

d) Staff parties

e) Any purpose, which is not related to, the approved functions of the Cost Centre or project concerned.

E.4 Goods and Services

E.4.1 General

48. Heads of Cost Centres and Project Managers are responsible for ensuring that goods and services are acquired at the most advantageous terms for each BCRC. 

E.4.1.1 Orders for Goods and Equipment

49. All orders must be made through the BCRC’s Purchase Order Forms except where:

a) There is a continuing liability which is the subject of a specific contract agreement, as in the case of rent, water, rates, gas, electricity and telephones, laundry;

b) There is a standing order for goods and services such as for regular maintenance;

c) There are regular deliveries, such as for the catering, whereby a general contract is normally established.

50. All orders telephoned or faxed to suppliers must be confirmed immediately by the issue of an official written order. Any exceptions to this rule must be agreed in advance with the respective Finance Officer.

51. All orders must be signed in manuscript by the Budget Holder or the person to whom the Budget Holder has given written delegated responsibility.

52. Copies of purchase orders must be sent to the Finance Officer immediately to facilitate budgetary control and the subsequent processing of invoices.

E.4.1.2 Contracts for Services 

53. All contracts for services must be issued in the standard format agreed for the BCRC (see D3 and the Annex 5 & 6  to the report covering these Financial Rules and Procedures).

E.4.1.3 Tenders/Quotations

54. Where the estimated cost of work exceeds $10,000, quotations from at least three suppliers must be obtained for all purchases of goods, equipment or services. The  only exceptions are:

a) Consulting work;

b) Where there is only one supplier that meets the specification;

c) Where the order is a repeat of similar previous orders for which a tendering procedure was used;

d) Where the Respective Finance Officer is content that an exception is made.  The reasons must be specified in writing.
55. The lowest tender/quotation will normally be accepted except where other factors (e.g. service levels) may have a significant bearing. 
56. Even on goods and services estimated at less than $10,000, competitive quotations must normally be obtained where there is the probability of price differentials.

E.4.1.4 Goods

57. Any tangible item bought by, leased by or donated to a BCRC shall be treated as accountable supplies (including fixed assets).

58. Goods shall be accounted for as consumables or non-consumables.

59. Non-consumable items valued at less than US $300 shall be treated as consumable.

60. All non-consumable items shall be listed on an inventory and shall be the personal responsibility of a nominated individual. A separate inventory shall be maintained for fixed assets, (see E.5).

61. Purchase of non-consumable items shall only be effected within an allocation of funds approved for the purpose and within delegated powers or specific written authorisation from a person with those powers.

62. Sale of non-consumable items may only be effected with the written authorisation of a person who is authorised to approve the purchase of a similar item under procedures laid down.

63. All inventories will be physically checked once a year in accordance with instructions produced by the Finance Officer.

64. Consumable items may only be purchased by or with the approval of the person designated by the Director to co-ordinate the purchase of consumable items. 

E.4.2 Payment for Goods and Services

65. Payments should only be made against a supplier’s own original invoice. This is to avoid the possibility of duplicate payments.

66. On receipt of an invoice, the Respective Finance Officers will:

a) Date stamp it;

b) Check extensions and additions (a test check should be made of computer-produced invoices of US $100 and over);

c) Attach and complete a coding slip;

d) Enter the items on the accounting systems, using the supplier’s invoice number to confirm that such items have not already been processed.

E.4.3 Purchase of Computer Equipment

67. A policy for the purchase and maintenance of computer equipment will be prepared and regularly reviewed within each BCRC, and a staff person in the BCRC will be designated by the Director to ensure conformity with that policy and to take advantage of the most advantageous conditions negotiated with suppliers. Where exceptions to this rule are appropriate, for example when equipment is being purchased for a project in another country and will remain in that country when the project is finished, prior written agreement on the specification of the equipment to be purchased must be sought from that person.

E.5 Assets and Capital Expenditure

E.5.1 Capital expenditure

68. All expenditure on capital items of a value exceeding US $300 requires the approval of the Director (or someone designated by him/her).
E.5.2    Recording Assets

69. Fixed assets will be disclosed on the balance sheet at their original cost or, in the case of donated assets, at local market value at the date of acquisition, except when donor contracts specify that assets must be expensed at the time of purchase.
70. All assets will be listed in the Asset Register upon receipt.  The Asset Register is divided into the following Sections: Buildings, Motor vehicles, Office equipment and Furniture and fittings. Office equipment and Furniture & Fittings costing US $300 or over are listed in the Register.

71. Assets will be marked or labelled with the name of the BCRC and their identifying asset code number.

72. An annual inventory of assets will be arranged by the respective Finance Officer and a report prepared confirming the physical existence and state of condition of the assets.

73. each BCRC will depreciate assets in the Accounts as follows:

Office furniture and equipment


7 years

Computer hardware and software

3 years

Buildings




50 years

E.5.3 Disposal of assets

The Director may authorise disposal and write off of assets upon the recommendation of the  Finance Officer.  This may be in cases where assets are damaged, obsolete or no longer required and where the disposal does not conflict with any conditions imposed by the donor of the asset.

E.6 Bank and Cash

E.6.1 Funds

74. A BCRC may only accept funds for purposes that are consistent with those included in the relevant Framework Agreement or otherwise agreed by the Governing Body, if one has been established.
75. All funds received will be placed in the BCRC bank account(s) under rules laid down by the Finance Officer. Receipts of supplies in kind shall be accounted for in the manner used for the purchase of supplies. All donations and contributions whether in money or material shall be acknowledged by a BCRC receipt and a covering letter. Contributions, which consist of the use of a facility, which therefore require no cash accounting action should always be acknowledged with a letter of thanks and a note attached to the cash account. The head of the Centre should decide on whether the budget for the project in question should be adjusted downwards where expenditure anticipated at the outset is avoided by use of the facility.
76. All funds held by each BCRC which are not immediately required for day to day use will be held in interest bearing accounts or AA to AAA Bonds as detailed in section E.10.4. 

E.6.2 Currency Losses or Gains

77. Each BCRC maintains its main accounts in US dollars. From time to time, contracts will be agreed with clients in other currencies and variations in exchange rates will be experienced. Losses or gains in funds received, will therefore be made, with respect to the approved USD budget. All “deals” will be converted at the rate that is obtained.

78. A BCRC will not engage in currency manipulation in an attempt to make gains or avoid exchange losses. Funds will normally be held in US dollars except if they are received in another currency and expenditure is likely to be in non-US dollar currencies. In such instances  the Euro will normally be used, unless the expenditure will be in the currency in which the funds are received, in which case the funds will be maintained in that currency.

79. Losses or gains in any project or programme as a direct result of exchange rate fluctuations, shall remain in the project or programme and be managed accordingly, there being no central facility for covering exchange rate shortfalls.  

E.6.3 Losses

80. Any cash, monies held in the bank or item of supplies which has been recorded in the BCRC accounts and/or inventories and which has disappeared or lost its value (other than by fair wear and tear) shall be treated as a loss.

81. Any loss shall be the subject of a report.

82. Any member of staff who is held responsible for a loss by virtue of negligence or deliberate act shall be subject to disciplinary action, which may include recovery of the loss and dismissal.

E.7 Banking Arrangements

E.7.1 Bankers

E.7.2 Opening of new bank accounts

83. The number of bank accounts should be kept to a minimum for efficiency and control.  Many donors state that they require the recipient to maintain separate bank accounts for their grant. In practice this should be resisted and the donor assured that separate accounts are kept for donor allocations, but within a restricted number of bank accounts. If the donor agency insists, then a separate account should be opened;
84. All bank accounts must be in the name of the respective BCRC;
85. The approval of the Director is required for the opening of any new bank account

86. All bank accounts must be included in the financial accounts of the BCRC
E.7.3 Operation of bank accounts

87. There will be at least 3 bank account signatories for each BCRC and two signatories will be required to sign cheques or authorise other bank transactions. The following persons will normally be signatories: The Director, the Finance Officer, the Chairperson of the Governing Body.
88. The intervention of the Chairperson of the Governing Body will only normally be used in case of emergency, and must also be accompanied by a second signature.

E.7.4 Cheque books

89. The respective Finance Officer is responsible for keeping unused cheque books in locked/secure places and for preparing the cheques after checking of supporting documentation.

E.7.5 Bank reconciliations

90. The Finance Officer will ensure that the bank(s) provides the BCRC with bank statements within 7 days of the end of each month.

91. Upon receipt of the bank statement the Finance Officer will prepare a bank reconciliation. 

92. Any discrepancies between the accounting records and bank statements, or long outstanding items which cannot be reconciled must be brought to the attention of the SBC Finance Officer and corrective entries made or actions taken without delay.

E.8 Cash management

93. The BCRC keep payments in cash to a minimum, all large payments being made by cheque or bank transfer. A Petty Cash book(s) will be kept to record all small payments in cash. 

94. Petty cash accounts will be managed on an imprest system.

95. The SBC Finance Officer will establish maximum and minimum limits for petty cash at each location and the respective BCRC Finance Officer will ensure that these limits are met at all times.

96. Petty cash payments up to an amount of US $100 and of a normal recurring nature may be made by the cashier without prior approval of the Finance Officer.  Payments above this amount may only be made by the cashier upon approval by the Finance Officer.

97. The Finance Officer may approve petty cash payments up to a maximum of $250 without prior approval of the Director.  Payments above this amount and any payment not covered by agreed budgets require the Director’s prior approval,

98. The petty cash will be replenished from the respective bank account of the BCRC when the level of petty cash imprest falls below the agreed minimum.

99. The Finance Officer will check the petty cash book and will compare and countersign petty cash vouchers each time that the petty cash imprest is replenished. The Finance Officer will also check the cash in hand from time to time and will record this check by signature in the petty cash  book. 

100. All petty cash payments must be recorded by the cashier.

101. The granting of temporary loans, IOUs etc. is not permitted.

102. If large amounts of cash (outside the petty cash system) are required for payments, the BCRC will ensure that arrangements are in place as regards the transporting and storing of cash prior to disbursement. Large amounts of cash may only be transported by a minimum of two each BCRC employees. The safety of the employees must be the primary consideration.

E.9  Payment procedures

103. All payments must be supported by a payment authorisation voucher or a cash payment voucher if payment is made in cash.  These vouchers will state: date of payment, amount, purpose, account line, project ref, bank/cash reference number, cheque number, approval evidenced by signature, authority of the Director if necessary, signature of payee. 

104. No payments will be made without sight and approval of supporting documentation that will normally comprise the purchase requisition, offers/proforma invoices; analysis of offers; purchase order; delivery note; suppliers invoice; payment authorisation voucher. 

105. To prevent possible duplicate payments the originals of supporting documentation must be attached to and filed with the payment authorisation voucher.  The only exception is for legal documents such as lease agreements which will be filed separately. The invoices will be stamped "PAID".

E.10  Investments

E.10.1 Introduction

106. This statement sets out the BCRC’s policy concerning investment of surplus monies and raising of capital finance. 

E.10.2 Approved Activities 

107. Treasury Management includes the management of all cash, money market and capital market transactions of the BCRC in connection with its cash resources and financing requirements and control of the associated risks.

108. All treasury management activities involve risk and potential rewards.  The objective for investment or lending purposes is to achieve the best possible return while minimising risk. The BCRC’s policy on borrowing is to minimise cost while maintaining the stability of the its position by sound debt management techniques. The overriding principle is to limit the risks and within these constraints to maximise returns.

109. The Finance Officer may be authorised by the BCRC Governing Body, or in its absence, by the Executive Secretary of the Basel Convention, to:

a) deposit surplus funds with, and purchase certificates of deposit issued by, any of the organisations listed in Appendix II (to be prepared by the SBC Finance Officer and approved by the BCRC Governing Body), up to a maximum limit to be specified; and

b) borrow funds subject to the strategy agreed by the Governing Body; and

c) operate foreign currency bank accounts to the extent that they are necessary to facilitate the operational activities of the BCRC. Surplus foreign currency funds may also be deposited as described in a) above. 

110. The BCRC’s money shall be aggregated where possible or appropriate, for the purposes of treasury management. However endowment funds may be excepted from this rule where the provisions of the endowment provide otherwise.

E.10.3 Formulation of Treasury Management Strategy

111. The Finance Officer will prepare the following for the Governing Body on an annual basis:

a) a cash flow forecast for the coming year showing surplus funds and loan repayments due through the year.

b) a financial strategy for the coming year, covering investment of any significant surplus monies and funding any capital finance proposals. 

112. In preparing the strategy, The Finance Officer shall have regard to:

a) the maintenance of the stable financial position of the BCRC;

b) the current levels of interest rates and forecasts of future changes;

c) the policies contained in other planning documents of the BCRC, eg. the annual budget;

d) the aggregate of all funds, accounts and loans of the BCRC.

E.10.4 Investing and Depositing Surplus Funds

113. The overriding principle guiding the investing of surplus cash balances is the preservation of the capital value of the BCRC’s resources.

114. The Finance Officer has the delegated authority to invest the surplus funds of the BCRC in accordance with the annual financial strategy and in accordance with the terms of this policy statement.

115. Funds may only be deposited with counterparties that have been specifically approved by the Governing Body.

116. There is a nominal limit of $200,000 that can be deposited with one counterparty. This figure shall be reviewed and revised from time to time by the Governing Body.
117. Brokers may be used to bring the BCRC into contact with approved counterparties. Brokers will be informed of the BCRC’s dealing procedures, authorised personnel, approved counterparties and financial limits.

118. The list of approved counterparties will change from time to time and is available on request from the Finance Officer.

119. The approved counterparty list will be reviewed annually by the Governing Body and updated for any changes proposed by the Finance Officer. Counterparties may be removed from the list as soon as they are known to have fallen below the specified criteria. Any such removals would be reported to the Governing Body.

E.10.5 Cash Flow and Interest rate exposure

120. The annual financial strategy (para 104) should take into account liquidity requirements as set out in the cash flow forecasts for the year. 

121. Only cash, surplus to working capital requirements should be invested.

122. The Finance Officer is responsible for monitoring the BCRC’s interest rate exposure and for determining the interest rate exposure strategy within the limits set by this policy and by the annual financial strategy.

123. The principal factor governing the exposure of surplus funds to interest rate movements is the BCRC’s cash-flow forecast. Where surplus funds are required to meet possible cash outflows in the near future, they will necessarily be deposited short-term for periods which will ensure that funds are available.

124. Any funds surplus to the short-term running requirements of the BCRC should be placed on longer-term deposit to earn higher interest or return. Cash flow forecasting will be used for determining levels of cash for longer-term investment and the appropriate terms.

E.10.6 Borrowing

125. The BCRC will establish a Delayed Payment Bridging Facility to enable programmes to be financed when firm pledges are received but before the actual funds are received. This, once established, together with the operating reserve, once established, should obviate the need for borrowing. 

126. In cases where borrowing is still necessary, the Finance Officer in conjunction with the SBC Finance Officer will undertake on its behalf any borrowing activities of the BCRC. Specific authority must be obtained from the Governing Body for any borrowing. A report will be prepared for approval by the Governing Body of any new proposals to borrow money. each proposal will include the following details:

a) Borrowing requirements

b) Proposed lender

c) Interest rate structure – fixed, variable, index-linked, deferred interest etc.

d) Interest rate base – base plus lender’s margin

e) Arrangement fees

f) Security arrangements

g) Purpose (with cash flows)

h) Comparison with alternatives

i) Compliance with approved borrowing strategy

j) Arrangements for draw-down

127. When considering raising finance the Finance Officer will have regard to:

a) the BCRC’s powers and rules

b) statutory restrictions 

c) terms and covenants of borrowing

d) the level of security required for the project

e) the value of assets already held as security on existing capital projects.

f) the effects of future movements in interest rates; and

g) the maximum level of assets that should be provided as security without risking the overall stability of the BCRC.

E.10.7 Delegation

128. The delegation of authority for financial action is as follows:
	Delegated power
	Exercised by

	Approval & amendment of treasury management policy statement
	Governing Body

	Amendments to approved counterparty list
	Governing Body

	Approval of Annual Financial strategy
	Governing Body

	Application of approved strategy
	Finance Officer 

	Authorisation of investment instructions
	Finance Officer 

	Authorisation of cash transfers (internal or external)
	Bank signatories (Two)

	Raising of Capital Finance
	Governing Body

	Bank and dealing mandates
	Finance Officer 

	Authorisation of terms of reference for external managers
	Finance Officer 

	Approval to open bank/building society accounts
	Governing Body

	Authorisation of new accounts
	BCRC Director/SBC Finance Officer 


E.10.8 External Fund Managers

129. External managers may be appointed with the responsibility for day to day treasury matters relating to some of the BCRC’s funds. These will be the most long-term deposits. The BCRC will retain full responsibility for the safeguarding of its funds and setting its treasury strategy. The terms of engagement will clearly demarcate the responsibilities of the Fund Managers together with those of the BCRC’s own staff. The external Fund manager will be bound by this policy statement and the annual financial strategy.

E.10.9 Legal Issues

130. Prior to entering into any borrowing or investment transaction it is the responsibility of the Finance Officer to satisfy himself or herself by reference (where necessary) to the BCRC’s legal advisers, that the proposed transaction does not breach any statute, or any other financial rule or regulation of the BCRC.

E.10.10 Review and Reporting

131. The Finance Officer or delegated staff shall report to each meeting of the Governing Body on the activities of the treasury management operations. This report would cover:

a) Analysis of current deposits,  loans and investments

b) commentary on treasury operations since last report

c) analysis of cash flow compared to budget and comments on variances

d) any non-compliance with approved BCRC treasury policy 

e) any proposed revisions to cash flow forecast or annual financial strategy

f) proposed changes to the current policy statement.

132. The annual financial strategy will be reported to the Governing Body at the start of each financial year. This would include amongst other things:

a) cash flow forecasts for the coming financial year

b) details of current loans

c) analysis of current interest rates and some indication of likely trends for the coming year

d) the extent to which surplus funds are earmarked for short term requirements or to repay existing loans

e) the extent to which surplus funds should be held available to meet contingencies

f) the proposed strategy for surplus funds (short & long-term deposits)

g) proposals for changes to the existing treasury policy statement. 

F REMUNERATION and PERSONAL EXPENSES

F.1.1 Salaries and Wages: 

133. All payments of salaries and wages of staff retained by the BCRC are authorised by the Finance Officer. They can be made only on the basis of a formal letter of appointment signed by the Director, together with a letter of confirmation from the person responsible for Human Resources in the BCRC, that the appointment has been taken up. No payment of benefits to staff may be made other than through this system.

134. All payments of salaries, wages and other emoluments are subject to deductions for pension, national insurance and other social security requirements of the respective country. In certain countries it may be required that the BCRC deducts tax at source, although under certain circumstances, salary payments to short term visitors from overseas may be exempt from taxation if a current double taxation agreement exists with their home country. In such cases, advice must be sought from the respective authorities.

F.2 Pension

F.3 Loans

F.4 Travel and Associated Expenses

F.4.1 General Principles

135. No duty travel should take place unless funds are available within the appropriate budget.

136. Travel Authorisation forms must be completed by the person intending to travel, approved by the respective line manager and submitted to the Finance Officer, normally at least two weeks in advance of travel, so that appropriate insurance cover can be activated.  

137. All claims for transportation and associated expenses should be supported by receipts, except where this is clearly impossible, in which case a brief explanatory note should be attached.

F.4.2 Travel Expenses

138. Rail fares are authorised at the second class rate.  First class may be authorised in special cases or in situations where second class travel is not conducive to working. Cheap rail fares should be used whenever available.  The costs of rail cards will be reimbursed by each BCRC where travel economies over a twelve-month period will result for the BCRC.

139. Travel by private car within a 50-kilometre radius of the office may be reimbursed at the rate set for the location.  Outside the 50-kilometre radius of the office, the amount claimed should be the lower of the rate multiplied by the distance, or the cost of public transport for the person or persons travelling.

140. Taxi fares can normally be claimed in case of urgency, if no public transport is available, is significantly slower, or when circumstances of the mission clearly demand it.

141. Cars may be rented for business purposes, for self drive or chauffer drive, where it can clearly be shown that it is more convenient and not more expensive than using individual taxis.
142. Air travel by the most economical route using economy class, may be claimed with prior authorisation.  Cheaper tickets should be used where possible.  For flights of over seven hours’ duration, economy fares should generally be used in the interests of minimising costs, although travellers  may use business class travel  if it is deemed to be in the interest of their mission.

F.4.3 Subsistence Expenses 

143. Subsistence includes lodging, food, drink, laundry and other expenses concerned with living in the location.  It does not include business telephone calls or local transportation used for the purposes of work, which should be claimed separately.  All claims should be supported by receipts.

144. For absence from home that does not require overnight stay, reasonable expenses will be paid, supported by receipts where possible.

145. For absence from home overnight, two alternative systems are used, both based on the accepted system of the daily subsistence allowance (DSA), set by the Director but in no cases exceeding the UN scale. Either actual expenses can be claimed up to the limit of the DSA. In this case, all expenses must be supported by receipts.  Alternatively the DSA can be claimed, in which case the hotel bill for the night’s accommodation must be provided. In the absence of a hotel bill, only 50% of the DSA may be claimed.  DSA is not paid for nights spent on flights and actual expenses should normally be claimed for such days.  In exceptional circumstances, where costs are likely to exceed the defined DSA for the location in question, prior written authorisation from the Director is required.  Ticket stubs should always be attached to the claim, as indication of arrival and departure dates.

F.4.4 Other Expenses

146. Other essential expenses required for the purpose of the mission may be reimbursed provided the person responsible for the budget has approved the expense.  Claims must be supported by receipts.

F.4.5 Advances

147. Staff members may claim for an advance to cover an amount up to 80% of the projected DSA for any duty mission, through the travel authorisation form. An advance may also be claimed prior to departure for clearly identified special expenditures that are likely to be incurred in the course of the mission, provided this is stated in the travel authorization (such as translators, car or chauffeur hire, renting of meeting rooms and facilities, etc)  

F.4.6 Living Allowance for extended periods overseas.

148. Where staff are required to spend several months working overseas on fieldwork, it is assumed that the postings are unaccompanied. A partner may go with the member of staff, but the Organisatoin will not contribute to the costs. Allowances in addition to normal salary, will be as follows, provided this has been allowed for in the budget covering the work:

149. For periods up to 2 months overseas, actual expenditure up to the agreed DSA will be reimbursed, unless prior agreement has been reached with the project manager for a lower limit. Staff are encouraged to find suitable medium-term accommodation as soon as possible so as to limit this cost.

150. For periods in excess of 2 months a fixed allowance will be paid. This will be specified in each case but will normally not exceed one third of the agreed DSA. This allowance is to reflect the additional cost of living in the overseas country and a contribution to housing costs. For periods that are expected to exceed 6 months an additional one-off overseas relocation allowance of up to $1,000 will be paid. This is a contribution to the cost of transporting personal effects overseas and the cost of settling into the overseas country.

151. DSA will be paid for periods in country but away from the project base. The amount paid will be up to the agreed rate for the location, unless prior agreement is reached with the project manager for a lower upper limit.

152. Medical insurance will be provided for the full period overseas.

F.4.7 Hospitality

153. Hospitality should only be offered as a "reward" for services for which payment is not expected or where the BCRC or its development interests are expected to benefit from the provision of such hospitality.  As a general rule, those who have financed BCRC work will not expect money to be spent unnecessarily on hospitality.

154. Where guests are being entertained, food and drink may be offered provided there is a specific budget to cover the expense. It is normally expected that BCRC staff will pay for their own food and drink, except where formal meals or receptions are organised.

F.4.8 Claims

155. An expense claim must be submitted to the Finance Officer as soon as possible when the travel has been completed and settlement made for any money owing to the BCRC. The Finance Officer will normally settle travel claims within a maximum time of 3 weeks after submission of the claim.

G Associated Proformas


G.1 Travel Authorisation Forms


G.2 Travel Claim Form

G.3 Expenses Summary Form
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