PROPOSED OFFICE MANAGEMENT PRINCIPLES

1.0 INTRODUCTION

1.1 These principles have been developed for the guidance of all those working in or using the proposed office of Windows for Young People in Africa (WYPA). They  may be amended from time-to-time by the directors of WYPA to reflect the changing needs of the

organization.

1.2 The principles shall be brought to the attention of all persons working under or with WYPA where relevant.

2.0 FINANCIAL MANAGEMENT

2.1 Overall financial responsibility

2.1.1 The Accounting Officer of WYPA shall be the Director as appointed by the Board of Directors of WYPA. The Board of Directors is ultimately responsible for WYPA’s financial affairs.

2.1.2 The DIRECTOR shall provide comprehensive financial and activity reports to BoD.

2.2 Receipt of funds

2.2.1 All funds received by or on behalf of WYPA, whether in cash, cheques or any other form shall be deposited in any authorised account(s) of WYPA prior to use for any expenditure. Such receipt of funds shall be evidenced by a receipt or acknowledgement of receipt and a bank deposit slip.

2.2.2   For this purpose, WYPA shall open (an) account(s) in such bank(s) as may be deemed stable and safe.

2.2 Internal requisition for funds for expenditure 

2.2.1 Funds shall be requested only for items contained in the budget, whether expressly or by implication. 

2.2.2 All funds, including those needed for petty cash, shall be requested in writing, except funds already held as petty cash.

2.2.3   Requests for funds shall be as follows:

2.2.3.1 where budgeted expenditure has already been incurred and reimbursement is sought, the request shall be accompanied by the receipt or invoice evidencing such expenditure;

2.2.3.2 where the item to be purchased has already been delivered, the request shall be accompanied by the relevant invoice and duly signed delivery note;

2.2.3.3 where the item to be purchased has not been delivered, the request shall be accompanied by a proforma invoice or quotation;

2.2.3.4 where there is no document, the request shall be in the form of an advance, which shall be subject to accounting by the relevant person after the expenditure. 

2.2.4 Requests for funds by the DIRECTOR shall be made to the accountant or such other appointed person. In this event, the signature of the DIRECTOR shall act as adequate

Authority to incur expenditure, subject only to the provisions of the budget. 

2.2.5 Requests for funds by any other officer shall be made to the DIRECTOR. An endorsement thereon by the DIRECTOR shall constitute adequate authority to the accountant to incur expenditure, subject only to the provisions of the budget. 

2.2.6 In the event that the accountant is not satisfied with any individual request notwithstanding the requisite authority, he or she shall refer the request to the DIRECTOR. Such request shall then be considered by the DIRECTOR, whose decision on the accountant’s reference shall act as final instructions to the accountant.

2.3 Advances

2.3.1 all moneys paid on condition of subsequent accounting shall be considered as advances.

2.3.2 Such advances shall be evidenced by a properly authorised ‘advance form'.

2.3.3 Accounting for such advance shall be done as provided under sections 2.7, 2.8 and 2.9 below.

2.4 Petty cash

2.4.1 Petty cash shall be kept by the accountant, or any other person from time-to-time appointed by DIRECTOR.

2.4.2 Petty cash for the office shall be Kenya shillings five thousand (Kshs 5 000/-) or such other amount as may from time to time be determined b y the DIRECTOR. 

2.4.3 Accounting for petty cash shall be done as in

2.7 below.

2.4.4 Petty cash shall not be replenished until the previous advance is satisfactorily accounted for.

2.4.5 Petty cash shall be advanced on the basis of an advance form' subject to accounting therefore.

2.4.6 Petty cash voucher books shall be numbered serially and be in duplicate, and shall be

filled/signed to support any payments from petty cash. Where possible, purchase of goods or services from petty cash shall be supported by receipts.

2.5 Cheques books and payments by cheques

2.5.1 Cheques books shall be kept in the office in the custody of the accountant or DIRECTOR may from time to time appoint such other person as.

2.5.2  The accountant or such other person shall write cheques on the basis only of a duly authorised request, vouchers, invoices or receipts and present the same for signature to any two of the signatories, together with the supporting documents.

2.5.3 Cheques and other accountable documents shall not be valid unless signed by at least two authorised signatories.

2.5.4  All bank transactions/consultations must be approved/carried out by at least two signatories.

2.5.5 All major financial matters shall be authorised by DIRECTOR on the basis of the budget.

2.5.6 The authorised signatories shall be the DIRECTOR and any other person who may from time to time be designated by DIRECTOR.

2.5.7 Signing of blank cheques is not permitted, except in cases where the requisite number of signatories will be unavailable over a period.

2.5.8  In cases where two signatories will be unavailable, only one shall sign.  In this event, the second signatory will be responsible for ensuring that his/her signature is appended only on production of relevant authorisation and supporting documents.

2.6 Payment vouchers

2.6.1  Payment vouchers shall contain such necessary information as the name of the payee, the amount paid, the date of payment, the reasons for payment, the budget item under which the payment is made, and the signature of the payee, where possible. Receipts of

acknowledgment should be attached to the payment voucher.

2.6.2  Payment vouchers shall be serially numbered, and be in triplicate.

2.6.3  The original shall have the supporting documents attached to it and be kept in a separate file.

2.6.4  The duplicate shall be given to the payee together with the cheque or cash payment.

2.6.5  The triplicate shall be retained in the voucher book.

2.6.6  Where payments are made by cheque, the cheques number and date shall be entered onto the relevant voucher.

2.7 Accounting within the Centre
2.7.1 Members of the secretariat of the WYPA shall account to the Financial officer appointed by the DIRECTOR.

2.7.2 The financial officer shall in turn account to the DIRECTOR.

2.7.3  All accounting shall be supported by documentary evidence.

2.7.4  All accounting shall be done within two (2) weeks after use of funds for the designated purpose. Funds not accounted for within the period shall be recovered from the person holding the advance.

2.7.5 All documents for accounting shall be ultimately deposited with and kept in the custody of the accountant or such other person as may be designated by DIRECTOR from time to time. The accountant or such other person shall take full responsibility for the safety of the documents. 

2.10 Salaries

2.10.1  Salaries and other emoluments shall be determined by mutual agreement, subject to the budgetary allocation, the prevailing market rates and the qualifications and experience of the relevant officer. For the avoidance of doubt, WYPA shall not be bound to pay the salary attached to a particular position under the budget.

2.10.2  Information relating to individual salaries may be made confidential at the request of the individual officer.

2.10.3  All salary payments shall be evidenced by means of a pay-slip which shall have the relevant break-down of the application of the emoluments in question.

2.11 Accounting books and files

2.11.1 Accounting books/files shall be kept in the office under the custody of the accountant or any other person designated by the DIRECTOR.

2.11.2  All accounting books/files shall be updated on a weekly basis.

2.11.3  Accounts shall be rendered on a monthly basis.

2.11.4 The accountant shall at all times ensure that requests for payment are duly authorised, that expenditure is done in accordance with the budgetary limits and is evidenced by valid documents, that advances are promptly accounted for, that books are up-to-date, that accounts are rendered monthly, and that accounts are duly audited at the end of the financial period.

3.0  FILING AND RECORD-KEEPING

3.1 In-coming mail

3.1.1  There shall be a register of all in-coming mail (which shall include fax messages).

3.1.2 The register shall be kept by the office assistant or any other person designated by the DIRECTOR.

3.1.3  Mail received shall be placed in a loose file and circulated to all members of staff prior to being deposited with the person in-charge of administration.

3.1.4  The person in-charge of administration shall subsequently mark the mail to the person to deal with the same, or deal with it.

3.1.5  The mail shall then be placed in the relevant file by the office assistant or such designated person and presented to the person to act thereon.

3.1.6  Both the loose file and the relevant file shall contain a document indicating the movement of the mail, with space for:


(1) The person to whom it is mailed;


(2)  The date of mailing;


(3)  The sure of the recipient at each point, and

(4) Action taken including where file sent to next and the date of such action.

3.2 Out-going mail

3.2.1  There shall be a register kept as in 3.1 abovefor all out-going mail.

3.2.2  The register shall contain:


(1)   the date and time of sending of mail;


(2)  name of addressee;


(3)  name of sender and the person delivering or posting the letter;


(4)  whether mail is sent by hand-delivery or any other means, and


(5)  (where letter sent by post) the amount of stamp used.

3.2.3  There shall be a register of all stamps bought and used.

3.2.4  The register shall contain:


(1)  The date of purchase/use of stamps;


(2)  The amount purchased/used, and


(3) The addressee of the mail for which the stamp is used.

3.2.5  There shall be a ‘flimsy-file' in which copies of all outgoing mail shall be filed.  The file shall be circulated to all members of staff for information.

3.3 Filing system

3.3.1  There shall be a register of all files opened in the office

3.3.2  The register shall contain:


(1)  File number and name, and


(2)  Date of opening or closing of the file.

3.3.3  There shall be three file movement registers as  follows:

(1) one for clients'/court files to be kept by the court clerk or any other person designated by DIRECTOR;


(2) one for accounting files to be kept by the accountant or any other person designated by DIRECTOR, and


(3) one for general office files to be kept by the office assistant or any other person designated by DIRECTOR.

3.3.4  The registers shall respectively contain:


(1)  the file number and title;


(2)  name of person to whom the file is marked and date of such marking, and


(3)  signature of the person having ordinary custody,and of the person to whom it is marked.

3.3.5  All files shall be kept in the office under the custody of the relevant person unless otherwise signed out for a designated official purpose.

3.3.6  Files shall be kept as follows:


(1) all accounts files, by the accounts clerk or any other person designated by the DIRECTOR;


(2) all clients'/court files, by the court clerk or any other person designated by DIRECTOR;


(3) general office files, by the office assistant or any other person designated by the DIRECTOR, and


(4) all secretariat personal files by the person in-charge of administration or any other person designated by the DIRECTOR.

3.4 Messages recording book

3.4.1  There shall be opened a register of all messages received either by phone or person.

3.4.2  It shall contain:


(1)  date of message;


(2)  sender;


(3)  recipient;


(4)  the message, and


(6)  relevant signatures.

3.5  Trunk/international calls register

3.5.1  There shall be a register of all Trunk and International calls made from the office.

3.5.2 For each call, the register shall contain:


(1) number called;


(2) person making the call;


(3) whether official or personal;


(4) if official, the person called, and


(5) date, time and period.

3.5.3 The register shall be kept by the office assistant or any other person appointed by DIRECTOR.

3.6 Register of fax messages

3.6.1 There shall be a register of all out-going fax messages.

3.6.2  The register shall, for each message, contain:


(1)  the addressee;


(2)  the sender;


(3)  the number of pages;


(4)  date and time sent, and


(5)  whether official or personal.

3.6.3 The register shall be kept by the office assistant or any other person designated by the DIRECTOR.

3.7 Motor vehicle work-ticket

3.7.1  There shall be kept a work-ticket for the motor-vehicle(s) which shall contain:

(1) any fuel put into the vehicle including amount, cost and form of payment (cheques/cash/card/signature);


(2)  any trip made by the vehicle;


(3)  mileage readings at the beginning and end of the  trip;


(4)  date of the trip, and 


(5)  signature of person authorising the trip.

3.7.2  Any running of the vehicle within the town in which the WYPA is situated or any town or area within which an activity of the WYPA is being held shall be designated as ‘local running’ in the work-ticket. 

3.7.3  The work-ticket shall be in the custody of the person authorised to drive the vehicle.

3.8 Register of photocopies

3.8.1  There shall be a register of all photocopies made.

3.8.2  The register shall contain:


(1)  the number of copies;


(2)  date and time;


(3)  person making copies, and


(4)  whether official or personal.

3.8.3  The register shall be kept by the messenger.

4.0  STORES AND EQUIPMENT

4.1 Stores and services

4.1.1  Stores and services will be requisitioned in accordance with the budget.

4.1.2  The decision on sourcing of supplies of stores and services shall be based on at least three quotations.

4.1.3 The accountant shall requisition all stores and services well before they run out, taking into consideration the market rates and any directions provided by DIRECTOR.

4.2 Equipment

4.2.1 Equipment will be requisitioned by theaccountant in accordance with the budget and the decisions of the DIRECTOR.

4.2.2  For each piece of equipment, there shall be at least three (3) quotations to guide the taking of a decision regarding purchase.

4.2.3 The DIRECTOR may request technical assistance with regard to decisions on purchase of equipment.

5.0 MOTOR VEHICLE (S)

5.1 Motor vehicle(s) shall be kept at the premises of WYPA or any other safe place approved by DIRECTOR.

5.2 The log book (s) shall be kept by the accountant or any other person designated by DIRECTOR.

5.3  For purposes of fuelling/oiling, WYPA may enter into an agreement with (a) specific fuel station(s) for bulk purchase and payment at the end of the month.

5.4 The DIRECTOR or any person designated by DIRECTOR shall authorize the use of the vehicle in accordance with any guidelines provided by the DIRECTOR.

6.0 RESOURCE CENTRE

6.1  WYPA shall establish a resource centre to house publications it receives.

6.2 The resource centre shall be managed by the office assistant or any other person designated by the DIRECTOR.

6.2  The office assistant shall facilitate proper organisation of the resource centre and the recording of materials received in and or borrowed from the centre. 

7.0 GENERAL OFFICE ADMINISTRATION
7.1 Convening of meetings

7.1.1 Meetings of the WYPA or any other management body shall be convened by the chairperson in consultation with DIRECTOR.

7.1.2 Meetings of the secretariat shall be convened by DIRECTOR.

7.2 Reports

7.2.1  Every person designated to take part in any activity shall produce a report in writing within a week of the completion thereof.

7.2.2 The reports shall be made to DIRECTOR.

7.3  Employment and personnel matters

7.3.1 The employment of personnel shall be done by the BoD on the basis of recommendation of the DIRECTOR.  

7.3.2  The relationship between WYPA and any employee shall be governed by the Labour Relatiobns Principles and any other agreement mutually entered into.

7.3.3 The DIRECTOR shall be responsible for personnel matters and may designate any person to be responsible therefor.

7.4 Office interpersonal relationships/Relationship with clients/collaborators
7.4.1  In the relationships indicated above, we shall emphasize:


(1) honesty/truthfulness and respect;


(2) humaneness;


(3) openness/transparency;


(4) a sense of responsibility;


(5) accountability;


(6) consultation prior to decision-making;


(7) legality;


(8) fairness; and


(9) the right to be heard prior to a decision that affects one's interests.

7.4.2 The DIRECTOR shall have the right to develop principles relating to relationships, subject to discussion and approval by BoD.

7.5 Use of equipment and facilities

7.5.1  All persons within WYPA shall ensure that all equipment and facilities in the office are used diligently, efficiently and without wastage. 

7.5.2 In particular:

7.5.2.1  computers, scanners, photocopiers, telephones and any other equipment and facilities shall be used only by authorised personnel;  

7.5.2.2  all equipment shall be handled with the requisite care and switched off when not in use;

7.5.2.3  services such as water and electricity shall be used sparingly and efficiently and turned or  switched off when not in use;

7.5.2.4  stores and supplies shall be used sparingly and efficiently;

7.5.2.5  telephones shall be used with due regard to costs and the needs of other personnel within and outside the office;

7.5.2.6  use of e-mail/internet shall be generally restricted to early morning and late

afternoon/evening, and shall be done with due regard to expense and equitable distribution of use among the personnel;

7.5.2.7  all persons using the office shall strive at all times to maintain office cleanliness and neatness and shall not deliberately or carelessly litter or deface the office or any content of the same;

7.5.2.8  where necessary, records shall be kept with regard to use of equipment and facilities;
