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1. Definitions 

 

a.       “Appointing Authority” means DG PDMA/PaRRSA or any authority declared as  such. 

 

              b.   “Authority” means PDMA/PaRRSA; Provincial Disaster Management Authority/ 

Provincial Reconstruction, Rehabilitation and Settlement  Authority.   

 

c.       “Assets” are future economic benefits controlled by the entity as a result of past. 

 

d.  “Accounting Records” Accounting records are all the documents and records used by 

PaRRSA for preparation of financial statements including journals, ledgers and the 

source of   information for these formal records. 

             

e.  “Accounting Systems” Accounting systems are the methods, procedures and standards 

adopted and applied by PaRRSA for identifying, summarizing, classifying, recording 

and reporting transactions and events that have financial impact on PaRRSA. 

 

f.          “Consumable” An item with useful life of less than one year shall be classified as 

             consumable. 

 

g.       “Director General” means the Director General PDMA/PaRRSA. 

 

h.       “Executing Agency” means the Provincial Government Departments responsible for 

            execution of the projects and other organizations associated by PDMA/PaRRSA for 

implementation of such projects. 

  

i. “Fixed assets” are the items of physical nature characterized by their long-term or 

 strategic purpose and are expected to be used for a period of more than one year. 

 

j.         “Government” means the Government of Khyber Pakhthunkhwa. 

 

k.        “Manual” means the Finance and Accounting Manual for PaRRSA. 

 

l.         “PDMA” means the Provincial Disaster Management Authority- Khyber 

             Pakhthunkhwa. 

 

             m.        “PaRRSA” means the Provincial Reconstruction, Rehabilitation and Settlement  

                              Authority. 

 

   n.        “Liabilities” are future sacrifices of economic benefits that the entity is presently 

                 obliged   to   make as a result of past transactions or other past events. 

    o.      “Receipts” an amount of cash collected or the process of collecting money or releases 

            of funds to   Authority. 
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p.      “Payments” The partial or complete discharge of an obligation by its settlement in the 

           form of  payment to legal payee, the transfer of funds, assets, or services equal to the 

           monetary value of part or all of the debtor's obligation. 

 

     q.      “Project or Scheme” means any activity or adventure undertaken by or on behalf of 

                 PaRRSA, which is funded by PaRRSA, for reconstruction, relief, rehabilitation and 

                 settlement of affected population of specified area. 
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2.  Introduction 
 

2.1 Introduction to the Manual 
 

The Manual provides operational guidance and instructions while undertaking financial   

activities of PaRRSA and shall be followed by the personnel acting on behalf of PaRRSA 

during planning, designing, approval, execution and implementation of relief,  

reconstruction, rehabilitation and settlement activities/ projects/schemes.  
 

This Manual has been compiled in line with applicable Government laws, regulations and 

best practices, anticipated requirements of existing donor agencies and anticipated scale 

of PaRRSA‟s activities in medium to long term. 
 

2.2   Objectives 
 

Objectives of the Manual are to: 
 

a) Identify and define the structures and processes related to accounting and   financial 

operations of PaRRSA; 
 

b) Document the policies and procedures of PaRRSA in order to ensure uniformity in financial 

activities of PaRRSA. 
 

c) Provide guidelines, roles and responsibilities to the section heads and key personnel of 

finance section of PaRRSA. 
 

d) Inculcate and implement a stringent regime of internal controls and a mechanism of checks 

and balances within the functional and organizational structures of PaRRSA. 
 

e) Define the operational framework of the finance and accounts functions of PaRRSA. 
 

f) Use the documentation and other requirements as a means of implementation of internal 

control activities. 
 

g) Use the documentation and other requirements to ensure that only reasonable, allowable 

and allocable expenses are charged to projects/schemes implemented by PaRRSA. 
 

2.3    Scope and Applicability of the Manual 
 

The Manual prescribes policies and procedures to be followed and forms to be used by  the 

Finance and Accounting function of PaRRSA. The Manual is intended to provide 

guidance to the Finance and Accounts function of PaRRSA and is applicable to all finance 

and accounts related activities of PaRRSA. 
 

2.4  Amendment/Improvement of the Manual 
 

All amendments/improvements in the Manual shall be initiated by and through Finance 

Manager and an amendment request shall be sent to the Director General, PaRRSA. 


a) The Director General shall invite comments from all heads of the sections if he so requires. 

b) Manager Finance shall compile the comments and forward the proposed modifications to the 

Director General for approval and notification. Concurrence of Donors shall also be sought. 

 

3.  Internal controls 

 

Internal Controls refer to policies and processes performed on continuous basis by the 

senior management and all levels of employees within PaRRSA. 
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While safe guarding assets, internal control primarily aims to support the management in 

the identification and mitigation of those risks which PaRRSA may encounter in the 

fulfillment of its objectives. 

 

3.1  Objectives of internal controls 

 

Strong internal controls provide a basic foundation for sound operations which shall help 

ensure that the goals and objectives of PaRRSA are met, fraud and forgeries are avoided 

and financial and managerial reporting is reliable. 

 

Broad objectives of internal controls include: 

 
a) Ensuring efficiency and effectiveness of operations; 

b) Ensuring reliability, completeness and timeliness of financial information; and 

c) Ensuring compliance with policies and procedures. 

 

3.2 Management supervision and control 

 

Internal control function shall cover all activities of PaRRSA resulting in effective 

implementation of controls. The main components of internal controls system are as under; 

 
a. Segregation of duties 

b. Checking and verification 

c. Reconciliations 

d. Budgetary limits 

e. Authorization/Sanction, and 

f. Approval 

 

3.3 Control environment 

 

It is the responsibility of senior management of PaRRSA to emphasize strong control  

culture within the organization through their actions and words. This includes the ethical 

values which management displays in its dealings, both inside and outside PaRRSA. The 

words, attitudes and actions affect the integrity, ethics and other aspects of PaRRSA‟s 

control culture. 

 

 

3.4 Control activities 

 

It shall be the responsibility of PaRRSA‟s senior management to verify that control 

policies and procedures are complied with in all transactions and activities. Control 

activities introduced through various policies and procedures include: 

 
a) Top level reviews: PaRRSA‟s top management may require presentations and performance 

reports that enable them to review the progress towards program objectives. 
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b) Activity control: PaRRSA‟s management may require and review exception reports on 

daily, weekly or monthly basis. Such reviews are detailed and occur more frequently than 

top level reviews. 

c) Physical controls: Physical controls generally focus on restricting access to accounting 

software and tangible assets, including cash and other items. Control activities include 

physical limitations, passwords, dual custody and checks on cash, etc. 

d) Approvals and authorizations: Procedures are in place for approval and authorization of 

transactions ensuring that management is aware of the transactions. 

e) Verifications and reconciliations: Appropriate mechanism is in place for verification of 

transactions and activities which in turn are put through periodic reconciliations to 

identify activities and records that need correction. Consequently, the results of these 

verifications are reported to the appropriate levels of management whenever problems or 

potential problems are detected. 

 

  

4.   Responsibilities and structure of Finance Section 
 

4.1  Sectional responsibilities 
 

The core responsibility of the Finance section is to maintain proper books of accounts and 

ensure the smooth and transparent financial transactions in due course of business, reports 

to competent authority and audit. Other functions performed by the Finance section of 

PaRRSA include preparation of budget, cash flow management, accounting, financial 

reporting to government and donors. The Finance section will arrange payment on 

submission of fully vouched bill by relevant section supported by authorization/ sanction 

of DG PDMA/PaRRSA. 
 

4.2  Structure of Finance Section  
 

The finance section at PaRRSA is managed by the Finance Manager (FM) who is 

responsible for the financial management function. The Finance Manager is assisted by a 

team of Account Officers (AO) and Assistant Accounts Officers (AAO). For each donor 

funded project an accountant is placed to maintain financial record of the donor assisted 

activities.
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4.3    Job description of key finance personals 

  

4.3.1 Finance Manager (FM) 
 

The Finance Manager will perform his functions and report to Director General through 

the Program Manager on the following functions and activities relating to financial 

management:: 
 

a) Overall planning, directing, coordinating and supervising activities pertaining to 

accounting and finance activities of PaRRSA; 

b) Carrying out financial risk management of all financial activities undertaken by PaRRSA 

and  suggesting appropriate controls and procedures to mitigate those risks; 

c) Implementation of internal controls and financial procedures in accordance with finance 

and accounting manual, PaRRSA operational efficiency and providing timely and accurate 

information to management;  

d) Follow the forms and formats for recording and reporting of financial matters with respect 

to reporting to DG, government and donors as appended to the manual; 

e) Review forms and primary accounting records on periodically as well as on need basis,; 

f) Ensuring compliance with applicable policies and procedures with respect to PaRRSA; 

g) Process release of funds to implementing partners (IPs) after sanction and authorization 

by the DG; 

h) Providing assistance in financial evaluation of various schemes and projects refered to 

Finance Manager, to be implemented by PaRRSA and apprising management of the 

potential risks; 

i) To offer comments on financial matters referred by and/or through the Director General, 

Director General 
(DG)

Program Manager 
(PM)

Finance Manager 
(FM)

Accounts Officer(s)

Assistant  
Accountant(s)

Accountant(s)       
(Donor Funds)
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PDMA/PaRRSA; 

j) Preparation and finalization of periodic financial close and generation of financial 

statements/donor accounts with the approval of the competent authority; 

k) Financial reporting to concerned authorities and donors, as per specified terms of funding 

agreements; 

l) Providing assistance to Planning and Coordination section in developing donor proposals 

when asked for; 

m) Preparing budgets for program and administrative activities from data provided by the 

concerned quarters; 

n) Maintain budget controls on utilization of approved budgets; 

o) Ensuring record retention for stipulated period of time; 

p) Providing assistance to internal auditors for conduct of internal audits if asked for; liaison 

with external audit of PaRRSA; 

q) Compliance with applicable laws and regulations; 

r) Continuous guidance and support to accounting and staff; 

s) Report on performing appraisal of sub-ordinate staff;  

t) Any other assignment within PaRRSA by the DG PaRRSA. 

 

4.3.2  Accounts Officer (AO) 

 

Accounts Officer will report to PM through Finance Manager in managing the accounting 

function of PaRRSA. He is responsible for: 
 

a) Preparing receipt/payment vouchers 

b) Filing of  primary accounting records and supporting documents in respect of 

expenditures/ payments; 

c) Checking disbursement requests raised by implementing partners/ agencies/ government 

departments; 

d) Preparing the cheques for payments to suppliers of goods and services, and implementing 

partners/ agencies/ government departments. 

e) Postings into accounting software; 

f) Ensuring maintenance of data/ records as per the stipulated policy; 

g) Providing assistance/ information to internal and external auditors in conducting 

respective audits; 

h) Any other task assigned by Finance Manager. 

 

4.4 Roles and responsibilities of staff 

 

All PaRRSA staff members are expected to exercise the same vigilance in respect of 

expenditure incurred from public moneys as a person of ordinary prudence would exercise 

in respect of expenditure of his own money. 

 

Each head of a section shall be responsible for enforcing financial discipline and strict 

economy at every step. He will be responsible for observance of all relevant financial rules 
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and regulations. Guidelines from Donors will be applicable in all cases where expenditure 

is incurred from Donor‟s share for a project/ scheme/program. 

 

4.5  Record Management Policy 

 

All transactions recorded in subsidiary ledgers and summarized for reporting purposes 

must be capable of being traced back to an original source document. These source 

documents include, but not limited to, cheque vouchers, purchase orders and receipt 

vouchers. The Finance Manager will be responsible for ensuring that accounting records 

are maintained properly. 

 

It will be the responsibility of Finance Manager to take appropriate steps to ensure that all 

source documents, books of account, and permanent accounting records are all adequately 

safeguarded against loss, theft or damage. Once the Accounting system is computerized, 

the IT section will assist the finance personals in taking periodical backup of the data to 

safeguard against sudden loss thereof. 

 

5.    Financial policies and procedures 

 

5.1 Basis of accounting and general policies 
 

The financial transactions are maintained on modified cash basis of accounting based on 

double entry system and be prepared in accordance with the following broad concepts: 

a) Accounts shall be prepared under the historical cost convention. 

b) The financial statements should disclose all items that are material enough to affect evaluation 

or decision. 

c) For each Donor, separate books of accounts as a record of all transactions, will be kept in 

accordance with relevant accounting principles. 

d) Books of accounts must be kept in such a way as to offer a third party, familiar with 

accounting procedures, an overview of all transactions and financial flows within a 

reasonable amount of time. All entries in the books must be complete and accurate with regard 

to the items posted, their sequence and the accounting periods involved. All vouchers, records 

and minutes of decisions taken are to be filed in an orderly manner.  
 

5.1.1  Recording and reporting currencies 

 

All expenditures shall be recorded in Pakistani Rupees (PKR) in the financial accounting 

system of PaRRSA and reported to the Provincial Government‟s Finance Department. 

Reporting to the donor(s)/funding organization(s), if any, shall be in the currency of 

receipt. 
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5.1.2  Chart of Accounts 

 

Chart of accounts will classify PaRRSA‟s accounting data in a way that will promote its 

use, lead to better management and achieve more meaningful accountability. A chart of 

Accounts provides a logical arrangement of accounts with flexibility for incorporating new 

accounts without disturbing the original scheme of accounts. It facilitates handling of' 

account and quick retrieval of required information and data. Recommended Chart of 

Accounts for PaRRSA is at Annex -2 

 

5.1.3 General guidelines for bank payments/receipts 

 
a) Preparation of the bank receipt/payment voucher shall be the responsibility of the staff 

under the Finance Manager. 

b) All receipts of the Authority shall be realized by issue of a proper receipt to the payer and 

for the purpose the Authority should obtain Receipt Book from the Government Printing 

Press and kept in safe custody. 

c) Bank receipt/payment voucher shall be used as source document for incorporation of all 

banking transactions in the books of accounts. 

d) Column reserved on bank receipt/payment voucher shall be properly filled in by the 

respective official. 

e) Bank receipt/payment vouchers shall be prepared, properly checked and approved, and 

shall be accompanied by the bank transfers/party bills, invoices and cash memos or any 

other documentary evidence intimating receipts/payments. 

f) Account Assistant shall be responsible to instantly deposit the cheques or money otherwise 

received in different times, preferably on the same working day or if due to unavoidable 

circumstances the same is not possible, it must be deposited on the next working day. 

g) AO shall properly check and sign bank receipt vouchers.  

h) Receipts or payments shall be recognized/ paid on the authority of properly checked and 

approved Bank receipt/payment vouchers. 

i) Accounts Assistant shall be responsible to maintain and update the books of account 

immediately after cheques are issued and receipts realized. 

j) While delivering cheque to the payee, the AA shall obtain payee acknowledgment on the 

payment voucher. If cheque is to be mailed to the payee, a covering letter seeking 

acknowledgment should be arranged by Finance Manager. Payee acknowledgment when 

received shall be attached to the respective payment voucher instantly by the Accounts 

Assistant. Such cheque must be marked “Payees Account only”. 

k) When payment has been made to the payee, Assistant Accounts shall stamp the relevant 

voucher and supporting documents as “PAID”.  

l) All bank receipts/payment vouchers shall be filled in serial order when the process is 

completed. 

m) FM shall after prior written approval/ instructions of DG cancel a cheque when required. 

When a cheque is cancelled it should be defaced as “CANCELLED” and kept properly 

folded with the relevant counterfoil. 

n) AO shall be responsible to keep the Bank Book and the bank receipt/payment vouchers. 
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o) Summary of receipts and payments shall be prepared by the Accounts Assistant and 

verified by AO and placed before the FM.  

p) At the end of month a consolidated summary of receipts and payments shall be prepared by 

the AO and placed before FM. 

q) The AO shall be responsible to obtain monthly statement from the banks. 

r) Accounts Assistant shall be responsible for the preparation of monthly bank reconciliation 

statement. It will be verified by the AO for submission to FM for approval in the first week 

of the following month. 

s) For the purpose of exercising an effective management and internal controls over banking 

activities, printed and pre numbered vouchers will be used for both receipts and payments. 

 

5.1.4 Payroll processing 

a) Admin section shall be responsible for preparing monthly payroll for all the employees 

after verification with attendance/leave records. 

b) Payroll information completed in all respects shall be forwarded to the Accounts section by 

the Admin section.  

c) The Admin section, while submitting payroll, shall also notify the Accounts section about 

any changes which has taken place since the end of last payroll. i.e.  

i) Joining of new employees 

ii) Termination/resignation of an employee 

iii) Increments to/deductions from salary of any employee 

iv) Absence without pay 

d) The designated Accounts Officer will double check the payroll submitted by the Admin 

section and also review the original approved documents in case of changes/adjustment 

made in the modified salary sheet. 

e) The following procedures will be adopted for preparation of Salary sheet; 

i) enter salary deduction amounts, if any, against the name of the employee 

concerned, 

ii) check whether all the details of the payroll changes have been completely 

incorporated, 

iii) check accuracy of income tax deductions, 

iv) arrive at the net salary payable to each employee, 

v) reconcile, with explanation, any difference in amounts of previous and current 

payroll 

vi) General voucher will be prepared to account for the gross as well as net salary 

and other related liabilities. Payment voucher in respect of payroll will be 

prepared for the net amount payable. 

f) The AO shall check the salary sheet and then forward it to the Finance Manager who will 

verify and sign it.  
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g) Salaries shall be paid through bank transfer letter listing employees accounts titles and 

account numbers, or shall be paid through cross cheque. 

5.2 Sources of funding 

 

Keeping in view the legal status and stated mandate of PaRRSA, following sources of 

funding to PaRRSA have been identified: 
 

5.2.1  Government of KP funding through Assignment Account mechanism 
 

The funding from Government of Pakistan (GoP) will be received through assignment 

account which will be part of consolidated fund. Assignment account is opened with 

approval as per policy of the GoP for each specific project funded by GoP. 

When sanctioned by division/department duly endorsed by MOF allowing opening of 

assignment account, DG PDMA/PaRRSA will authorize the opening of account at the 

designated branch of NBP. 

 

5.2.2 Donor funding through Revolving Fund Account. 

 

The funding from donor agencies will be received through revolving fund accounts 

(foreign currency assignment accounts). For all donor funded projects, a revolving fund 

account in respect of each donor grant will be established at a branch of NBP in line with 

the arrangements agreed with the Funding Agency. 

 

The NBP will be designated bank for handling all transactions of Revolving Fund 

Accounts. The grant received from donor(s) in foreign currency is converted into Pak 

Rupees by SBP‟s weighted Average Buying rate of exchange prevailing on the date of 

transfer of funds by the donor(s) and will be transferred to the authorized current rupee 

account in the NBP Main Branch. 

 

Transfer of funds from donor organizations shall be recognized at the time of actual 

receipt of money. However, the funds shall be executed in accordance with the terms and 

conditions of the grant agreements and adequate compliance with stipulated milestones 

agreed with the donor. 

 

5.2.3 Other arrangements 
 

Funds received from Donor organizations under any arrangement including through direct 

transfer of funds into PaRRSA‟s designated bank account shall be governed by the 

policies and procedures of PaRRSA or the policies and procedures laid down by respective 

Donors. The Donors‟ guidelines will have a preference. 
 

5.3  Disbursements 
 

5.3.1  From government funding through Assignment Account mechanism 

 

Disbursements out of government funding sources through the Assignment Accounts shall 

be governed by the Revised Procedure of Assignment Account, 2012, as amended from 

time to time. FM shall be responsible for accounting in respect of payments made out of 

the Assignment Account. 
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5.3.2 From donor funding through Revolving Fund Account 

 

For utilization of funds received under USAID grants, a separate payment policy has been 

approved by the DG-PDMA/PaRRSA. All payments under USAID grants should be 

subject to this approved payment policy. 

 

Disbursements out of funds received from International donor organizations shall be 

governed by the Revised Accounting Procedure for Revolving Fund Accounts (Foreign 

Currency Assignment Account). All accounting entries in respect of payments shall be 

made accordingly. 

 

5.3.3 Other arrangements 

 

Payments out of funds from donor organizations under other arrangements including 

through direct transfer of funds into PaRRSA‟s dedicated bank account shall be governed 

by the policies and procedures of PaRRSA or the policies and procedures laid down by 

respective donor. 

 

5.4 Banking 

 

The purpose of this section is to set out the procedures for managing bank accounts. 

 

5.4.1  Opening a bank account 

 

Finance section of PaRRSA will submit request to the DG PDMA/PaRRSA for opening of 

a local currency bank account. Request shall be prepared stating the reason for opening of 

new bank account. Once approved, FM shall follow the rules as prescribed in the 

procedures for the maintenance of local currency account notified by the Government as 

amended from time to time. The account shall be jointly operated by the Director General 

and the Finance Manager PaRRSA.  

 

All money received from profit out of investment, grants by government, donations or 

income from any other source shall be deposited in the same account or credited to 

Government as the case may be. 
 

5.4.2 Reconciliation of bank accounts 
 

At the end of every month, the AO shall obtain a bank statement from the bank. Bank 

reconciliation should be completed within first week from the end of the previous month 

and action taken to resolve the causes of imbalances. Generally, the ending balance shown 

by the bank statement is not equal to the ending balance in the Cash book. This is due to 

the fact that the PaRRSA and the bank do not record transactions at the same time. 
 

AO is responsible for preparing a monthly reconciliation of all bank accounts in operation. 

All differences in reconciliation are matched for clearance in the subsequent months. AO 

shall forward to Finance Manager for signature and records. 
 

Approved Monthly Reconciliation of Government accounts will be communicated to AG 

office, if required, in the first week of the following month. These reconciliation 
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statements highlight any reconciling items that may have arisen, such as un-presented (i.e. 

un-cleared) cheques at the bank, or payments in AG records that are not in the bank 

statement. 

 

5.4.3 Investment of funds: 
 

The bank account shall be properly managed and the Finance section may place the Funds 

in any scheduled bank for short-term investment with the prior approval of DG as per the 

applicable regulations. The profit earned on these investments shall be credited to the 

Authority‟s Accounts. 

 

5.5 Fixed assets recording system 

 

5.5.1 Overall objective 

 

The  fixed  asset  recording  system  is  intended  to  define  and  formalize the fixed asset  

management of PaRRSA. 

 

The objectives of the policy and procedures include the following: 

 
a) To safeguard the assets and to ensure the effective use of existing resources, 

b) To emphasize a culture of accountability over fixed assets, 

c) To ensure that effective controls are communicated to management and staff through  

clear and comprehensive written documentation, 

 

5.5.2 Fixed assets register 

 

The fixed assets register shall be a record of each item including references to the relevant 

files, plans and deeds, source of acquisition, and other relevant details such as rents 

payable or receivable, and restrictive covenants will be maintained by Administration 

Department. Every change affecting the ownership, occupation or change in location of the 

asset shall be the subject of an entry in the register being maintained and updated in the 

records kept in the Administration Department. 

 

A fixed assets register will be maintained for various categories of assets by PaRRSA. The 

broad categories of fixed assets will include the following: 

 
a) Land 

b) Building 

c) Civil Works 

d) Plant and Machinery 

e) Vehicles 

f) Furniture and fittings 

g) Office equipment 

h) Computer equipment 

i) Any other item classified as Fixed Assets. 
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At a minimum, PaRRSA will maintain following information regarding fixed assets in 

then fixed asset register. 

 
a) Description 

b) Classification of asset 

c) Date of purchase or date of completion 

d) Original purchase price in Rupees 

e) Cost in foreign currency (where applicable) 

f) Asset identification number 

g) Current location 

h) Ownership of/responsibility for asset 
 

Fixed assets will be recorded at cost while all these fixed assets will be properly tagged. 

Physical verification of the fixed assets shall be carried out twice a year by the Admin and 

Finance sections. 

 

For this purpose a committee shall be notified by DG PDMA/PaRRSA consisting of 

officers other than those who are responsible for the procurement, maintenance and 

keeping records of the fixed assets. 

 

Reconciliation between fixed assets register and accounting records shall be prepared by 

AO and approved by FM PaRRSA. 

 

5.5.3 Disposal 

 

A disposal committee shall be established to process disposals. The members of the 

disposal committee shall be nominated by the DG. The disposal or scrapping of assets 

must be economical and according to the government rules. 

 

5.5.4 Consumable Items 

 

Consumable items are defined as goods acquired not for resale, which are the property of, 

in the possession or under the control of the organization/entity. 

 

5.5.4.1 Consumable Items Accounts 
 

PaRRSA shall maintain subsidiary accounts for the purpose of recording and maintaining 

stores. Each organization/entity managing stores shall issue directions to cover detailed 

procedures for stores accounting and control. Stores accounts should be built up from 

properly authorized vouchers recording stores transactions. 

 

5.6 Stocktaking 

 

Stocking shall be done by delegated officers from Finance and Admin section not involved 

in custody and recording function. The delegated officer(s) shall ensure that the balances 

recorded in stores accounts are regularly checked by stocktaking, at least once in a year. 
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a) The condition of goods should be examined, 

b) To deter and detect losses by theft and fraud,  

c) To verify the accuracy of stock records,  

d) To update records, and to, 

e) Identify any weaknesses in custody arrangements. 

 

6. Standard accounting procedures 

 

Following shall be standard accounting procedures; 

 

6.1  General procedures for receipts 

 

Activity 
 

Explanation Responsible Input Output 

 

Voucher 

Preparation 

 

  

 A printed receipt form will be issued to the 

payer of Authority‟s receipts. 

  
 The AO shall enter the amount and its Receipt 

No. in the cashbook date wise on daily basis and 

will prepare Banks Receipt Voucher (BRV) on 

the basis of receipts. 

 

AA 

 
 

 

AO 

 

Printed 

receipts 

form.  

 

Approved 

printed 

receipts form. 

 

 

Approval of 

voucher 

 

  

 AO shall check the accuracy, completeness, 

materiality of the documents and will process 

the  voucher for further classification. 

 FM to check and approve the voucher. 

  

 AO will then immediately deposit the receipts 

in relevant Bank account by filling up the pay in 

slip. 
  

 

AO 

 

 

 

 

 

FM 

 

Printed 

receipts 

form. 

 

Deposit slip 

 

Documentatio

n to be kept 

 

  

 Copy of the counterfoils of Receipt Books will 

be kept. 

  

 AO will mark and number the reference on the 

supporting documents and the voucher. 

 Cashier to file the voucher in serial order in the 

file /folder. 

 

AA 
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6.2 General procedures for payments 

 

Activity Explanation Responsible Input Output 

 

Sanction of 

expenditure 

 

  

 A sanction and bill is received from the 

Procurement Section. 

  

 A budget availability review is carried out for 

the purposes of assessing whether the 

expenditure is provided for in: 

  

i. The Schedule of Authorized 

Expenditure; and A Supplementary 

Grant. 

ii. The sanctioning authority is delegated 

with powers. 

 

AO 

 

  

Invoice 

/Bill 

 
 
 
 
Cheque 

 

Voucher 

preparation 

for claims 

 

  

 After receiving the supporting documentation, a 

Cheque Voucher Form shall be prepared. 

 

AO 
 

Approved 

 

 

Cheque 

Voucher 

Form 

 

Approval of 

payments 

 

  
 AA will check the accuracy, materiality and 

completeness of the bills/ cash memos or 

documents in all respects and ensure that 

services/ goods have actually been received / 

supplied. 
  
 The Claim Voucher shall be sent to delegated 

official through FM for approval. The 

approving authority shall be held personally 

responsible for the claims hence, must ensure 

the correctness of the claims, admissibility as 

per rules & regulations. 
  

 

AA 

 

 

 

 

 

FM 

 

 

Cheque 

 

 

 

 

 

Voucher 

Form 

 

 

Approved 

 

 

 

 

 

Cheque 

Voucher 

Form 

 

 

Authorization 

for Payment 

 

  
 The Cheque Voucher (CV) shall then be signed 

for payment by the two joint signatories who 

shall be deemed to be the final authority. 

  

 

FM and 

DG 

 

CV  
  

Cheque 

 

Issue of 

payment 

 

  

 The payments, above petty cash limit should 

always be made through crossed cheque. 

  

 Cheque payments shall be either directly 

released to or collected by the payee or 

authorized agent with authority letter.  

  

 Counterfoil of the cheque shall be retained for 

office record.  

 For cheques to be dispatched to payees, finance 

section shall arrange for covering letter, seeking 

acknowledgement of payment from the 

concerned party and dispatch the covering letter 

through outward mail register. 

 

AA 

 

 

 

 

 

 

 

AO 
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6.3 Accounting for expenditure 
 

Activity Explanation Responsible Input Output 

 

Recognition 

of 

expenditure 

 

  

 The date of expenditure incurred shall be the same as 

the date of issue of cheque. 

  

 In the case of inter-government transfers, expenditure 

will be recognized on the date the transfer is made by 

the transferor. 

  

 The financial year to which a payment should be 

charged is determined by the date on which a cheque 

or payment advice is issued. 
  

 

AA 

 

  

 

Computerized 

accounting 

record 

 

  

 The AO shall enter the claim and payment details 

under the appropriate expenditure head code 

(account code), as set out in the Chart of Accounts. 
  

 

AO 

 

  

 

6.4 Pre-audit procedures 

Before submitting fully vouched bills, T.A bills and Salary bills etc. the manager internal 

audit shall make sure that; 

a) Vouchers are complete in all respects. 

b) pre-audit of all the vouchers in accordance with rules and regulations and budget etc 

c) The Internal Audit shall stamp the fully vouched bills indicating that that they have been 

pre-audited before submitting to the DG through PM for approval. 

d) The Director General‟s approved Vouched bills shall be returned to Finance section for 

preparation of cheque voucher, crossed cheque and for the purpose of bookkeeping etc.   

e) The submission of fully vouched bills by Admin for Pre-audit shall be in a proper 

movement register obtaining dated initials of AM Internal Audit. Similarly after (d) above 

the pre-audited bills shall be submitted to Finance Section in the same manner. 

 

6.5 Budgeting 

 

This section will cater for the case if and when PaRRSA prepares its own Budget. For 

operational budget PaRRSA has prepared and follow Capacity Building Budget out of 

USAID grant.   

6.5.1 Budgetary limits to be followed 

 

No expenditure shall be incurred in respect of an activity that has not been budgeted and 

approved by the competent authority. 
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6.5.2 General budgeting principles: 

 

Budgets shall be prepared on the basis of following guiding principles; 

 
a. The budgets must encompass all activities of PaRRSA; 

b. There shall be consistency among different budget assumptions; 

c. The budgets should be accurate and free of mistakes; 

d. Budgets should be prepared in sufficient detail to track the expenditure of fund against 

budget; 

e. The budgets shall comply with all relevant rules and regulations of the Provincial 

Government relating to budgeting. 

 

6.5.3 Budget committee: 

 

There shall be a committee established as budget committee which shall have the overall 

responsibility for the whole budgeting process. The committee shall constitute following 

personnel; 

 
a) Director Admin/HR – PDMA (Convener)  

b) Program Manager - PaRRSA (Member) 

c) Chief Planning Officer  (Member) 

d) Finance Manager – PaRRSA, (Secretary) 

e) Administrator – PaRRSA (Member) 

 

The Budget Committee shall be responsible for the following; 

 
a) Examination of operational and budgets and sectorial allocations; 

b) Optimizing the financial resources available to meet the goals of PaRRSA; 

c) Ensure compliance with relevant legal provisions relating to budgeting; 

d) All communication relating to budgeting at organizational level; 

e) Gathering and dissemination of budgeting information through FM PaRRSA; 

f) To review PaRRSA's operating and development budget and make decisions and 

recommendations about the allocation of available funds; 

g) To review requests for changes to the budget during mid-year; 

h) Seeking approvals from relevant Authority/fora in connection with budgets;  

i) To review financial reports prepared for management review, and to take action when the 

budget shows significant deviations. and 

j) Circulation of approved budget to all concerned. 

 

6.5.4  Budgeting Processes 
 

Two types of budgets will be prepared by PaRRSA i.e. Operational Budget and Project / 

Development Budget. Operational Budget shall cover the routine operational activities of  

PaRRSA and program activities shall be covered in Project/Development Budget. Project / 

Development Budget shall be prepared on the basis of ongoing development projects and 
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new identified projects having approved PC-1s subject to the priority set by the 

management from the available budget. Therefore an annual budget will include budget 

for the project who‟s PC-1 has been completed and Budget for the ongoing projects. 

Process for approval of development schemes is given in the Operations Manual. 

 

6.5.5  Operational budget 

Activity Explanation Responsible Input Output 

 

Budget call 

circular 

 

  

 Before 15 April of each year the budgeting committee 

shall circulate a directive to all sections and regional 

offices for the submission of their operational budgets; 

and 

  

 The operational budget shall be submitted by each 

department and regional offices before 30 April of that 

year to which the budget relates. 
  

 The budget shall be prepared by each department on the 

basis of the previous year‟s budget however amounts 

under each budget head shall be adjusted to provide for 

the expected inflation rates. 
  

 

Budgeting 

committee 

(BC) 

 

 

Relevant 

Section  

 

 

 

 

 

 

Budget 

Format 

 

 

Budget Call 

Circular 

 

 

 

Draft 

Budget 

 

Budget 

consolid-

ation and 

review 

 

  

 Once the inputs have been received from each of the 

department and regional office these shall be 

consolidated; 

  

 AO shall present the consolidated budget to FM for 

review; 

  

 The Finance Manager shall present the budget to the 

budgeting committee for review; 

 

Accounts 

Officer(AO)  

 

 

Finance 

Manager 

(FM) 

 

Budgeting 

Committee 

 

 

Budgets of 

Departm-

ents 

 

 

Consolida-

ted 

Budget 

 

 

Reviewed 

by FM 

 

 

Consolidate

d 

Budget 

 

Reviewed 

Budget 

 

 

Reviewed 

by the BC 

 

Budget 

finalizati-

on 

 

  
 The Budgeting committee shall finalize the budget and 

present to DG and also in the annual review meeting for 

authorization and approval of budget. 

 

DG 
 

Budget 

Reviewed 

by 

Budgeting 

Committee 

 

 

Approved 

Budget 

 

 

Budget 

variance 

reports 

 

  
 AO shall prepare budget variance reports on quarterly 

basis and submit to the Budgeting Committee for 

approval. 

 

Concerned 

AO 

 

Quarterly 

budget 

variance 

report 

 

Comments 

and 

recommend

a-tions 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6.6 Petty cash 

 

This section prescribes the policies and procedures relating to the management of petty 

cash funds. 
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6.6.1 Cash limits 
 

PaRRSA shall maintain following cash limits for smooth operation of day to day activities. 
 

a) Maximum amount of cash that can be kept in the office is PKR 100,000/- 

b) In emergency situation  temporary advance may be issued with the the DG approval and 

upon recommendation of Finance Manager PaRRSA. 

 

6.6.2 Maintenance of petty cash  

 

The Administrator shall assign a staff member in the Admin section for administration of 

the petty cash. 

 

When the petty cash balance reaches at 30% of total limit, the cashier will reconcile the 

petty cash fund and request replenishment as follows: 

 
a) Count the cash and verify the total cash plus the total payments equals the authorized fund 

amount.  

b) Sort or organize receipts according to the account head to be charged. 

c) Complete the Petty Cash Reconciliation Statement & Disbursement Report. Document any 

fund shortage/surplus on this form, including an appropriate explanation for any 

shortage/surplus. 

d) Attach the Reconciliation report and supporting receipts and submit for onward 

processing. 
 

All cash receipts and other applicable documents should be secured and safeguarded in a 

metal locking box and placed in a locked desk, locked cabinet, or locked safe. 
 

6.6.3 Cash counts  
 

Cash count shall be carried out by the Administrator or any other person authorized by him 

in the following circumstances: 

 
a) After every two weeks 

b) When transferring responsibility of petty cash management 

c) At close of each month 

d) Surprise cash count at least 4 times a year 
 

In case of a cash difference, check the entries in the cash journal and see whether there has 

been a mistake. Differences between what is in cash and what is on the balance of the cash 

book shall be recorded and report the difference to the Administrator. 

 

The Administrator will check differences with records and supporting documents, if found 

correct sign off differences report. Shortages of petty cash at the time of verification or 

transfer of petty cash holder will be inquired by the competent authority. If shortage is due 

to fraud or negligence a proper inquiry will be conducted and responsibility fixed besides 

recovery of cash found short. 
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7. Financial reporting 

 

7.1 Financial reporting to government 

 

The Finance Manager PaRRSA will cause preparation of prescribed financial reports in 

respect of expenditure made out of Government funds.  
 

7.2 Financial reporting to donors 
 

The main purpose of the financial management and accounting is to facilitate PaRRSA‟s 

management and staff in processing the Grants and monitoring and analyzing the grant 

disbursement (example: analysis by sectors, locations, periodic trends of disbursements, 

etc.). 

 

Financial reporting shall be carried out as per requirements and terms and conditions of 

the Grant Agreement. The overall responsibility for the preparation of financial reports, 

as per the formats agreed with the Donors, shall be that of Finance Manager PaRRSA.  

 

The donors such as USAID have prescribed Quarterly Accruals Report on 15 April, 15 

July, 15 October and 15 January. UNDP requires financial expenditure report on 

monthly and quarterly basis besides certification of accounts by a firm of chartered 

accountants at the close of their project. 
 

7.3 Year end closing  
 

Activity Explanation Responsible Input 
Output 

 
 

Financial 

closing 

 

  

 No cash and bank entries may be posted into 

the computerized system after the year end. 

  

 Back up of the computerized system shall be 

taken at close of financial year for future 

references. 

  

 A print out of the closing Trial Balance (TB) 

shall be taken and to be signed by FM. 

  

 A hard copy of the signed Trial Balance shall 

be filed. 

  

 
 

AO 

 

 

AO 

 

 

 

FM 

 

 

AO 

 

  

A signed 

copy of 

trial 

balance 

 

 

Transfer of 

ending 

balance to 

next year. 

 

  

 Finance Manager shall ensure that the prior 

year end balances are appropriately carried 

forward to next year. 

 

 

FM 
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7.4 Audit 

 

The financial affairs of PaRRSA shall undergo the following types of audits; 

 
a) Statutory Audit- This audit by government and usually starts after end of the GoP 

financial i.e. 30 June. 

b) Donor Audit – This is conducted by auditors appointed by the Donors and is stipulated 

in the Letter of Agreement. 

c) Internal Audit – This audit is conducted by the internal audit function of PaRRSA on 

behalf of Management. 

d) External Audit – This audit is conducted by a professional firm of chartered accountants 

appointed by PaRRSA. 

 

7.4.1 Annual external audit by a professional firm of auditors 

 

Activity Explanation Responsible Input Output 

 

Appointment of 

auditors  

 

Call for 

proposals from 

Audit firms 

 

  

 Develop TORs of Auditors, 

 Approval of TORs of Auditors, 

 

 Call for proposals from audit firms accredited 

by the Donor(s), if any, or any other audit firm 

which has successfully completed QCR 

(Quality Control Review) of Institute of 

Chartered Accountants of Pakistan. 

  

 Evaluate proposals on technical and financial 

basis, 

  

 Approval and signing of contract. 
  

 

FM 

DG 

 

 

FM 

 

 

 

 

 

 

FM 

 

 

DG 

 

 

 

 

 

Call for 

proposals 

 

 

 

 

 

Evaluation 

criteria 

 

 

TORs of 

Auditors 

Approved  

 

Proposals 

from audit 

firms 

 

 

 

Contract with 

Auditors 

 

Audit 

execution 

 

  

 Timelines to be agreed with the Auditors and 

overall conduct of audit, 

  

 All documents required for audit execution 

shall be made available and appropriate 

facilitation should be provided to the auditors, 

  

 The auditors shall conduct the audit in 

accordance with relevant rules and 

regulations. 
  

 

FM 

 

 

 

FM 

 
 
 

Auditors 

 

  

 

Audit exit 

meeting 

 

  
 The Auditors shall hold a debriefing meeting 

with senior management before finalization of 

report. 
  

 

FM 
 

Findings  
 

Meeting 

minutes 

 

Audit report 
  

The Auditor shall deliver following 

deliverables on finalization of audit; 

  

Independent Auditors‟ Report on the financial 

 

FM 
  

Audit 

deliverables 
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statements, 

a.  

b. Management Letter addressed to DG 

PDMA/PaRRSA. 
 

Follow up on 

Audit 

observatio-ns 

 

 

  

 The control weaknesses and compliance issues 

identified by the Auditors shall be rectified. 

  

 During subsequent audits the management as 

well as Auditors shall follow-up on audit 

observations of pervious year. 

 

FM 

 

 

FM 
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                                                                                                                        Annex-1 

Assignment Accounts   
 

The Assignment Accounts are opened in a Branch of the National Bank of Pakistan authorized 

by the State Bank of Pakistan to which specified funds for a Project or Entity are transferred by 

the concerned Accountant General. 

 

Types of Assignment Accounts 

 

i. Assignment Account for PKRs component  PaRRSA). 
 

ii. Assignment Account of authorized entities under special provision of rules/act by conversion of 

their Personal Ledger Accounts/Special Drawing Accounts such as Assignment Account of Relief 

Accounts of PDMA. 
 

iii. Assignment Account of authorized Foreign Currencies known as Revolving Fund Account as 

provided in the project documents, loan agreement and grant agreement with donors. 
 

General policy (Assignment Account PKRs) 
 

i. The revised procedure of Assignment account is applicable with effect from 01.10.2008. 

ii. Assignment Accounts shall only be established with the approval of Finance Department and 

Provincial Accountant General.  

iii. The request for Assignment Account will be considered on case to case basis. 

iv. The funds in Assignment Accounts will be part of Consolidated Fund. Amounts remaining 

unspent at the close of financial year will appear as saving under the respective budget grant 

unless surrendered in time. Unspent amounts cannot be carried forward to next financial year. 

The unspent balance if not surrendered in time shall lapse to government on the last day of 

Financial Year. (30
th
 June) 

v. A separate Assignment Account would be opened for each project/Entity. 

vi. The Assignment Account will not be used for collection and recording of receipts. 

vii. Availability of Funds, as authorized by Accountant General/District Accounts Office (AG/DAO) 

concerned will be ensured before each payment by National Bank of Pakistan (NBP). 

viii. On receipt of sanction from Ministry/Division/Department duly endorsed by FD allowing an 

Assignment Account, the AG/DAO will authorize opening of the Assignment Account at the 

designated branch of the National Bank of Pakistan. The letter of assignment shall specify the 

following details: 
 

 Account name. 

 The bank branch from where it shall operate.  

 Authorized cheque signatories and specimen signatures. 

 Budget head from which the allocation of funds will be made. 

 Any other condition for operation of the account 
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Recording of expenditure 
 

i. The funds authorized for utilization through Assignment Account will be noted in the 

Appropriation Register/System by the AG/DAO. In order to record expenditure upon issue of 

cheque, the concerned Drawing & Disbursing Officer (DDO) shall ensure that a copy of 

schedule is received in the concerned AG/DAO office on daily basis (or as the cheques are 

drawn depending on the volume). This schedule will provide the expenditure coding details for 

each cheque drawn. Entry in accounts will be made by the AG/DAO on receipt of this schedule. 
 

ii. Moneys will not be drawn for deposit into chest or transfer into any other bank account for 

investment. A certificate to this effect will be recorded on the Schedule of Payment mentioned in 

Para 2 (i) above. The cheques for payments on account of purchases/ supplies will be drawn in 

the name of contractor/ supplier only. 
 

 

Recording of information on the backside of cheques 
 

The DDOs/ Project Authorities shall also record the following information on the back cheques 

issued for payment: 
 

a) Cost Centre  

b) Fund code  

c) Grant No. 

d) Function code 

e) Detail object codes 

f) The DDOs/Project Authorities shall continue to submit the schedules to 

NBP/AGPR/DAO. 
 

Budgeting and reconciliation 
 

i. The drawing authorities shall be responsible for preparation and submission of detailed object-

wise budget estimates to the Finance Department. 

ii. Funds to the Assignment Account are transferred by the Accountant General after release by the 

Finance Department.  

iii. On a monthly basis, the NBP shall send a bank statement to the drawing authorities/DDO for the 

assignment bank account that it maintains.  

iv. The drawing authorities shall be primarily responsible for accounting of expenditure on a daily 

basis. On the basis of this record and the bank statement, the drawing authorities will render 

classified Monthly Account of expenditure to the AG/DAO. The variations, if any, will be 

reconciled and appropriate entries made to bring the accounting records up-to-date. 

Monthly/quarterly release of fund will be subject to reconciliation with the concerned Accounts 

Office.   

v. The drawing authorities of a project will also report project expenditure to the AG/DAO 

concerned. 

vi. The balances in the existing non-lapsable Assignment Accounts, if any, remaining unspent on the 

last day of Financial Year (30
th
 June), will not be available without its revival through fresh 

budgetary ceiling by Finance Department and authority by the AG/DAO.  
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Post audit 

 

The drawing authorities will submit monthly account of expenditure with copies of paid 

vouchers to the concerned AG/DAO for post audit purpose by 15
th

 of each month who will carry 

out 100% post audit.  

 

Exceptions  

 

The above mentioned revised procedure will not be applicable to the existing Assignment 

Accounts opened for Self Accounting Entities (SAEs)/ Departmentalized Accounting Offices 

and to those accounts in which the government does not provide funds from consolidated fund.  

 

ASSIGNMENT ACCOUNT (Revolving Fund Account) 

 

(I) For a foreign donor assisted project, a Revolving Fund Account (RFA) in respect of donor 

financing under Loan/credit/grant shall be established at a branch of the National Bank of 

Pakistan (NBP), separately from the account to be established for the government‟s share of 

project financing (counterpart funds) if any required i.e. Assignment Account. 

 

(II) The NBP shall be the designated bank for handling all transactions of Revolving Fund Accounts. 

The foreign currency amounts received under a foreign credit/loan/grant for RFAs shall be 

translated / converted into Pak Rupees at the State Bank of Pakistan‟s (SBP) weighted average 

buying rate of exchange prevailing on the date of transfer of funds by the donors. The payments 

out of RFA‟s by way of reimbursement to NBP would be translated notionally at the aforesaid 

SBP rate of exchange prevailing on the date of Receipt from the RFA‟s. The RFA‟s at NBP 

branches shall show debits, credits and balance in PAK Rupees along with the US 

Dollar/Foreign Currency equivalent. However, for the utilization/expenditure, the funds 

available to the project management would be PAK Rupees while the equivalent US 

Dollar/Foreign Currency debit/credit and balance amounts shall be used by the project 

management for reporting to, reimbursement/disbursement from and reconciliation with the 

Donors. 
 

(The „Foreign Currency‟ for the purposes of the Procedure would mean the United States Dollar (USD), Euro (EUR), Pound 

Sterling (GBP), Japanese Yen (JPY), Australian Dollar (CAD), Swiss France (CHF) and any other foreign currency which may 

be permitted specifically or generally later on by the Finance Division (Budget Wing) in consultation with State Bank of 

Pakistan (Finance Department) Karachi.) 

 

(III) Separate Revolving Fund Accounts shall be established by the project management at the NBP 

for each of the Loans/Credits/Grants and each RFA will be designated a special Sub-Fund 

Identification Number (SFIN), upon establishment of the account. These individual sub-accounts 

will together constitute a single but separate account (Child Account) under Central Government 

Account No-1 (Non-Food) held presently with the SBP. The transaction against individual 

assignment accounts will be recorded and reported along with the other government balances by 

the respective office of SBP Banking Services Corporation (SBP-BSC) to SBP Karachi (Finance 

Department Government Accounts Division) on daily basis. The reimbursement of payments 
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made by the NBP shall be claimed by NBP from SBP-BSC respective office on daily basis.  

 

(IV) The (SBP-BSC) Karachi will immediately report the receipt in the Paki Rupees and the 

equivalent foreign currency to NBP HQ with a copy to respective NBP branch, the relevant 

Project Director, Planning and Development Division/Department (as the case may be) 

Economic Affairs Division and Finance Division/Department and AGPR/AG. No Accounting 

Entry shall be made in the books of DAO/AG/AGPR at this stage. 

 

(V) On intimation of receipt of funds from SBP BSC Karachi, the respective branch of NBP will 

record it in the Revolving Fund Pro forma Account both in Pak Rupees and Foreign Currency 

equivalent under intimation to SBP Karachi, local office of SBP BSC, relevant Project Director 

and NBP head office. 

 

(VI) The local office will submit crossed cheques for payment to supplier/contractor or any executing 

agency etc. as permissible under the donor agreement 

 

(VII) The drawing and disbursement officer(authorized signatories) while issuing the crossed cheque 

will simultaneously send to National Bank of Pakistan: 

 

a. Cheque Authority / Under taking       

b. Schedule of cheques                           

(Annexures to the rules) 

 

(VIII) The accounts records such as Cash Book, Cheque Register, Ledger etc. shall be maintained by 

the Drawing and Disbursement Officer as usual. 

 

(IX) Reconciliation 

The DDO will be responsible for carrying out monthly reconciliation with the bank on form     

or any other form most suitable for the US$ Accounts and PKRs bank account. 
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                                                                                                                                            Annex-2 

Chart of Accounts 
  
Chart of Accounts (CoA) is a listing of codes on the basis of which accounting transactions are 

classified to provide meaningful financial information. The CoA is an essential component of the 

accounting framework, as it provides the structure by which accounting transactions are coded, and 

thus used in financial reporting. This section is based on the Chart of Accounts used in the 

government sector (availableatwww.pifra.gov.pk), prescribed by the Auditor-General of Pakistan, 

as part of the New Accounting Model (NAM). 
 

The CoA structure consists of following five elements that each represents a „view‟ or „dimension‟ of 

financial information, considered useful for financial reporting: 
 

1.1 Five Elements of Chart of Accounts 
 

i) Entity 

It denotes the organizational level within the Government at which the transaction 

generates or the accounts are aggregated. The Entity Code is comprised of the following 

sub-codes: Ministry (Numeric)-Division (Numeric)-Attached Department (Alpha-Numeric)-

District (Alpha)-DDO (Numeric). 

 

ii) Object 
 

Object is the accounting classification, describing the item of expenditure, receipt, 

asset, liability or equity. 
 
iii)  Fund 
 

Fund element represent the pool of money from which budgetary allocation is made(e.g 

Consolidated Fund) and is further sub-divided into Grants(in case of Consolidated 

Fund)or Public Account detailed heads. 
 
iv)    Function 
 

Function is an element used in the CoA, which provides financial information on 
particular economic activities 

 
v)    Project 
 

Project is an element used to identify development projects. 
 

1.2 Entity and Object elements of CoA are described in further detail owing to the 
frequency of its usage: 

 
1.2.1 Entity 

Entity is organizational unit within the Government responsible for management and control 

of particular resources. Each entity receives an allocation of funds, with entity managers 

held responsible for the expenditure incurred. In the CoA, entity is an alpha numeric code, 

further divided to provide meaningful financial information about the entity. There are a 

number of sub-elements contained within the entity element, which allow capturing 

transaction data at more detailed levels, including Government, Ministry,  Division/  

Department,  Attached Department, District and Drawing and Disbursing Officer (DDO). 

 

 

 

http://www.pifra.gov.pk/
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 A0000 Expenditure 
 B0000 Tax receipts 
 C0000 Non-tax receipts 
 E0000 Capital receipts 
 F0000 Assets 
 G0000 Liabilities 
 H0000 Equity 

 

Sub-elements of entity code 

 

Example I: for Federal Government 

 

Entity F Fed. Govt. 

Ministry 06 Ministry of Education 

Division/Dep. 1 Education 

District ID Islamabad 

DDO 6666 Drawing & disbursement officer 

 

Example II: for Government of Khyber Pukhtunkhwa ( Provincial government) 
 

Entity N Govt. of KPK 

Department 26 Relief, Rehabilitation & 

Settlement Department 

Attached Department 2650 Board of Revenue 

DDO PR 5624 Drawing and disbursement 

officer 
 

 

1.2.2 Object 
 

Object is the accounting classification, describing the item of expenditure, receipt, asset or   
liability. The object element enables the collection and classification of transactions into 
expenditure and receipts, and also to facilitate recording of financial  information about 
assets, liabilities and equity. The object element is an alpha numeric code, representing two 
sub-elements; the accounting element and account number. The accounting element is a 
single alpha character sub-element, that defines the accounting element to which the 
transaction will be classifie 
 

               Accounting elements 
 

 

                       

 

                      

 

 
 Internal structure of account number 

 

Account number is a five numeric character sub-element that defines the detailed account to 

which the transactions would be classified (e.g. salaries, utilities, purchase of assets etc.) into 

the accounts. Each accounting element is further sub-divided into a hierarchy, down to the 

lowest level of details as follows: 
 

 Major object 

 Minor object 

 Detailed object 
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Two examples of object elements in terms of actual code are: 
 

Example I 
 

Accounting element A Expenditure 

 

 

   Account number: 

 Major object A01 Employee related epenses 

 Minor object A011 Pay 

 Detailed object 

 

 

A01101 Basic Pay 

                

 

               Example II 

 

 

 

Accounting Element A Expenditure 
   
Account nuber:   

 Major object A03 Operating Expenses 
 Minor object A033 Utilities 
 Detailed bject A03303 Electricity 

 

 

 

 

 

 

 

 

 

A list of important object heads of expenditure is given at Annexure-III. The complete Chart of  accounts 

is available at www.pifra.gov.pk  
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Employee related expenses A 0 1 0 0 0 Utilities. A 0 3 3 0 0

Pay A 0 1 1 0 0 Gas A 0 3 3 0 1

Pay of Officers. A 0 1 1 0 0 Water A 0 3 3 0 2

Basic Pay of Officer A 0 1 1 0 1 Electricity A 0 3 3 0 3

Special Pay A 0 1 1 0 3 Hot & Cold Weather Charges. A 0 3 3 0 4

Qualification Pay of Officers A 0 1 1 0 5 Occupancy Costs. A 0 3 4 0 0

Others A 0 1 1 5 0 Rent  of Office Building A 0 3 4 0 2

Pay of Other Staff A 0 1 1 0 0 Rates and Taxes. A 0 3 4 0 7

Basic Pay of Other Staff A 0 1 1 5 1 Motor Vehicles A 0 3 6 0 0

Personal  Pay A 0 1 1 5 2 Fuel A 0 3 6 0 1

Special Pay of Other Staff A 0 1 1 5 3 Insurance A 0 3 6 0 2

Others A 0 1 1 7 0 Ragistration A 0 3 6 0 3

Allowances A 0 1 2 0 0 Others. A 0 3 6 7 0

Regular Allowance. Travel & Transportation.(G/Servants) A 0 3 8 0 0

Senior Post Allowance A 0 1 2 0 1 Travelling Allowance A 0 3 8 0 5

House Rent Allowance A 0 1 2 0 2 Transportation of Goods. A 0 3 8 0 6

Conveyance Allowance A 0 1 2 0 3 P.O.L.Charges. A 0 3 8 0 7

Dearness Allowance A 0 1 2 0 5 Conveyance Charges. A 0 3 8 0 8

Washing Allowance A 0 1 2 0 7 CNG A 0 3 8 0 9

Dress Allowance A 0 1 2 0 8 General A 0 3 9 0 0

Spl: Additional Allowance. A 0 1 2 0 9 Stationery A 0 3 9 0 1

Other Regular Allowances. Printing & Publication. A 0 3 9 0 2

Qalification  Allowance ( NIPA) A 0 1 2 1 6 Conferences, Seminars etc. A 0 3 9 0 3

Medical Allowance A 0 1 2 1 7 News Papers, Books & Periodicals A 0 3 9 0 5

Entertainment Allowance A 0 1 2 2 4 Uniform & Protictive Clothing A 0 3 9 0 6

Computer  Allowance A 0 1 2 2 6 Advertisement & Publicity A 0 3 9 0 7

Project  Allowance A 0 1 2 2 7 Law Charges A 0 3 9 1 7

Orderly Allowance A 0 1 2 2 8 Foreign/Inland Training Course Fee A 0 3 9 3 6

Deputation  Allowance A 0 1 2 3 6 Computer Stationery A 0 3 9 5 5

Charge  Allowance A 0 1 2 3 8 Others A 0 3 9 7 0

Special  Allowance A 0 1 2 3 9 Other ( Relief Measures )   063 A 0 3 9 7 0

Utility  Allowance A 0 1 2 4 1 Entertainment & Gifts A 0 6 3 0 1

Adhoc Relief  Allowance A 0 1 2 4 4 Physical Assets. A 0 9 0 0 0

R C   Allowance A 0 1 2 5 7 Purchase of Physical Assets. A 0 9 1 0 0

Special  Relief  Allowance A 0 1 2 6 2 Hard Ware A 0 9 2 0 1

Others  ( PDMA  Allowance ) A 0 1 2 7 0 Soft Ware A 0 9 2 0 2

Intergrated  Allowance A 0 1 2 O D I.T. Equipments. A 0 9 2 0 3

Housing Subsidy  Allowance A 0 1 2 O E Purchase of Computr Equpments. A 0 9 2 0 0

Adhoc Relief-2010 A 0 1 2 O X Transport. A 0 9 5 0 1

Adhoc Relief-2009 A 0 1 2 O P Plant & Machinery A 0 9 6 0 1

Adhoc Relief-2011 A 0 1 2 1 A Furniture & Fixture. A 0 9 7 0 1

Adhoc Relief-2012 A 0 1 2 1 M Repair & Maintenance A 1 3 0 0 0

Other Allowances (Ex.T.A.) Transport. A 1 3 0 0 1

Overtime Allowance A 0 1 2 7 1 Machinery & Equipments. A 1 3 1 0 1

Honoraria A 0 1 2 7 3 Furniture & Fixture. A 1 3 2 0 1

Medical Charges. A 0 1 2 7 4 Office Building A 1 3 3 0 1

Contingent Pay Staff A 0 1 2 7 7 Repair & Maintenance A 1 3 0 0 0

Leave Salary A 0 1 2 7 8 Hard Ware A 1 3 7 0 1

Operating Expenses A 0 3 0 0 0 Soft Ware A 1 3 7 0 2

Communication A 0 3 2 0 0 I.T. Equipments. A 1 3 7 0 3

Postage and Telegraph A 0 3 2 0 1

Telephone & Trunk Calls A 0 3 2 0 2

Telex Teleprinter and Fax. A 0 3 2 0 3

Electronic Communication. A 0 3 2 0 4

Courier & Pilot Services A 0 3 2 0 5

Account codes

Attachement to Annex- 1
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Annex-3 

Withholding tax regime  

Income Tax Ordinance 2001                      

 

SECTION TYPE OF PAYMENT TAX RATES REFERENCE 

 

149 

 

 

Salary 

 

Slab rate 

First Schedule           Division I, 

Part I,              

 

153 

 

 

Supply of Goods and 

Services 

 

Flat rate 

First Schedule 

Division III, Part III,              

 

153 

 

 

Execution of a Contract 

 

Flat rate 

First Schedule 

Division III, Part III,              

 

Withholding agent’s obligations 

 

Payment of tax collected or deducted (Rule of Income Tax Rules) 

 

a. Deposit tax collected or deducted within 7 days from the end of each week ending on every 

Sunday. 

b. A tax deposit slip form (challan) is prescribed for this purpose. Most branches of NBP have 

been automated to issue Computerized Payment Receipts (CPR). 

 

Mandatory information at the time of deposit of tax. 

 

(a) Particulars of the withholding agent 
 

i) Free Tax Number (FTN) 

ii) Name and address\ 

iii) PIN code 
 

(b)  Particulars of the Person 
 

i) National Tax Number (NTN) or CNIC 

ii) Name and address 

 

 (c )  Particulars of Transaction 
 

i)     Nature of transaction 

ii)    Section of the Income Tax Ordinance 2001 under which tax has been collected   or deducted 

iii)   Gross amount of transaction 

iv) Amount of tax collected or deducted 
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Statements of tax collected or deducted u/s 165 (Rule 44 and 73 of Income Tax Rules 2002) 
 

(a)  Monthly Statement 

A single consolidated statement for each month is to be filed electronically under PIN code  

within 15 days from the end of each month in the prescribed form. 
 

(b) Annual Statement 

An annual statement for the period June to July in the prescribed form is also required to be filed 

electronically under PIN code under section 149 of Income Tax Ordinance 2001 on or before 31 

August of every year. 
 

Certificate of collection or deduction of tax [Rule 42 of the Income Tax Rules, 2002] 
 

a. Every  withholding   agent  (person  obliged  to collect or deduct tax at source) collecting or 

deducting tax under the provisions of the  Income   Tax   Ordinance,   2001   is   obliged   to the  

issue certificate of tax collected or deducted, to the person from whom such tax has been  

collected or deducted. 
 

b. This certificate is to be issued  in duplicate and   serially numbered, in the prescribed form along 

with the copy or copies    of    the    tax   deposit     receipts    (challan)  [evidencing     that   the  

tax   so   collected   or   deducted has been deposited in the  Government   Treasury     on   behalf    

of  the  person from whom it has been collected or  deducted]. 

 

i)  Where the tax is deducted from salary under  section   149   of   the   Income   

Tax   Ordinance,  2001:           
 

a. The   certificate   of   tax   deducted   is to   be  issued   within   45   days   from   

the   end   of each financial year; and         
 

b. Where   the employment  ceases   before  the end  of the financial year,  the 

certificate is to be issued for the period of   employment in that year within 7 days 

of the ceasing of the employment or at the  time     of   making     payment       of   

final settlement, whichever is later.          
 

ii)  Where the tax   is collected   or   deducted   under    any   other   provisions   of   

the   Income  Tax Ordinance, 2001:       
 

a. The certificate of collection or deduction  is to be issued within 15 days 

from the   end of  each     financial year or  discontinuation of business, 

etc.; and                                  

b. If  the   person   from   whom   tax   has   been   collected    or  deducted    

requests   for  the  issuance of the certificate before the end  of the financial 

year, the certificate is to be  issued for the period in that year within 7 days 

of the request made.           
 

Where     a  certificate  issued    has  been    lost,  stolen    or  destroyed,    

the   recipient   of  the  certificate   may    request,    in  writing,  for  a  

duplicate certificate.  The withholding agent shall issue a certificate and 

shall be clearly marked “duplicate”. 
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Consequences of non-compliance 
 

(a) Tax not collected or deducted (u/s 161) 

The person as a withholding agent is personally liable for the amount of tax not collected 

or deducted. 
 

(b) Tax not collected or deducted but not deposited(u/s 161) 

The person as a withholding agent is personally liable for the amount of tax not collected 

or deducted. 
 

Prosecution 
 

Any person without any reasonable e excuse, 
 

(a) Fails to comply with the obligation to collect or deduct tax, 
 

(b) Having collected or deducted fails to pay the tax, 
 

(c) Fails to furnish the monthly and annual statements of tax collected or deducted, 

is treated as having committed an offence punishable on conviction with a fine or imprisonment 

for a term not exceeding one year or both. 
 

Penalty 
 

Penalty for failure to furnish statement(s) of tax collected or deducted [Section 182]  
 

Any person responsible for collection or deduction of   tax    at   source     as   a  withholding     

agent,    without   reasonable excuse:  
 

a. Fails   to   collect   or   deduct  the   tax,   is liable   to  a   penalty   of   PKR.   25,000   or  

10%   of the   amount   of tax  involved,    whichever is higher;  
 

b. Fails   to   deposit   the   tax   collected   or  deducted within the time allowed for  this 

purpose, is liable for a penalty of PKR. 25,000 or 10% of the amount of  tax   involved,    

whichever     is  higher;  and  
 

c. Fails to   furnish,   within   the    time allowed      for   this    purpose,     any  statement(s)      

of   tax   collected    or deducted      is  liable   for  a   penalty  equal to 0.1% of the tax 

payable for each    day    of  default   subject   to  a minimum   penalty   of PKR.   5,000   and 

maximum penalty of 25% of the tax payable;  

 

Note: Imposition of the penalty is in addition to prosecution proceedings and not in 

derogation of any other punishment under the Income Tax Ordinance, 2001 or any 

other law in force. 
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Annex-4 

  Cash count performa 
 

 
PaRRSA 

 
CASH COUNT 

 
Date: 

 

 
                 
Subject:                 --------------------------------------------------------------- 
                                                                                                                               Amount  (Rs)  

Closing balance of cash in hand as per daily                                  

Cash transactions register:                                                             ________________ 

Cash balance as per cash count:                                                     ________________ 

Add: Cash paid but bills not posted                                               ________________ 

difference(if any):                                                                          ________________ 

Break up of cash balance: 

                                                                                                               5,000x______________ 

                                                                                                               1,000x______________ 

                                                                                                                  500x______________ 

                                                                                                                  100x______________ 

                                                                                                                50x______________ 

                                                                                                                20x______________ 

                                                                                                                 10x______________ 

                                                                                                                   5x______________ 

                                                                                                                   2x______________ 

                                                                                                                   1x______________ 

                                                                                                    

                                                                                                      TOTAL______________                                                                                                                
________________ 
 

 
 
 
------------------------                                        ---------------------------------- 
Cash Holder Cash counter formed by: 

 

 

 

                                                                                                                                 

 

 

 



Finance and Accounting Manual - PaRRSA 
 

 

36 
  

                                                                                                                                       Annex- 5 

Bank reconciliation statement 
     

         
PaRRSA BANK RECONCILIATION STATEMENT MONTH: 

BANK NAME               

Account title               

  
     

Amount   

  
     

(Rs)   

Balance as per bank statement: 
  

      

  
       

  

Less: Our debits 
     

  

(i.e) Un presented cheques 
  

      

  1. 
    

      

  2. 
    

      

  
       

  

  Bank's credits 
   

      

(i.e) Direct deposits 
   

      

  Profit 
    

      

  
       

  

Add: Our credits 
     

  

(i.e) 
Un cleared 
cheques 

   
      

  1. 
    

      

  2. 
    

      

  
       

  

  Bank's debits 
     

  

(i.e) Bank charges 
   

      

  1. 
    

      

  2. 
    

      

  
       

  

Balance as per bank book: 
  

      

                  

___________________     
 

      

Prepared by 
 

Checked by  
  

Approved by   
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Annex- 6 

 

ACCRUALS REPORT 
 

Dated: __/__/____ 

For the quarter ended: __/__/____         

            

Name of Contractor / Grantee:     PARRSA 

Grant / Contract Number:       
 Grant / Contract Amount:      
 

      

      

     

Amount 
((Rs/USD)   

      A - Cumulative Expenditures billed /reported to and paid by USAID   (as per last expenditure 

report) 
XXXXX 

      

From: 

Project 
inception To: __/__/____ 

  

      

      B-   Expenditures not yet reported to / billed to and / or paid by 
USAID 

   
Period 

   
Amount 

 

 
--/--/---- to --/--/---- XXXXXX 

 

    

 

 

    

 

 

    

 

 

    

 

 

      . 
     C- Total Estimated Expenditures upto __/__/____ (A+B) 

  

     
XXXXX 
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Annex- 7 

 

PaRRSA 

CASH PAYMENT VOUCHER 

  
          

  

PAY TO:             
    

  

ADDRESS:             
    

  

  
          

  

TOTAL AMOUNT  
 

 
RS.         

  
  

DEDUCTIONS. (WITHOLDING TAX): RS.         
  

  

OTHER DED.(SPECIFY): RS.         
  

  

NET PAID: 
  

 
RS.         

  
  

                        

                        
AMOUNT IN 
WORDS:  

 
                  

  
  

                  

PURPOSE OF 
PAYMENT 

 
                  

  
  

                  

                        

PREPAREDBY CHECKEDBY APPROVEDBY ACKNOWLEDGEMENT 

        

DEBIT ACCOUNTS 

ACC. CODE SEC DON M/F PAYEE 
ACCOUNT 

DESCRIPTION AMOUNT 

              

              

              

              

              

TOTAL DEBIT 

CREDIT ACCOUNTS 

              

              

              

              

              

TOTAL CREDITS   
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Annex- 8 

 

PaRRSA 

BANK PAYMENT VOUCHER 

  
          

  

OFFICE        
   

PAYTO:         

ADDRESS:        
   

PAYEE’S INVOICE NO:       

  
          

  

TOTAL AMOUNT REQUESTED:    
  

VR. No:       

DEDUCTIONS. (WITHOLDING 
TAX):   

  
Date       

OTHER DED.(SPECIFY): 
 

  
  

Cheque No.       

NET PAID: 
  

  
  

Bank A/C No:       

                        

                        

AMOUNT IN WORDS:                    

  
  

                  

PURPOSE OF 
PAYMENT                   

  
  

                  

                        

PREPAREDBY CHECKEDBY APPROVEDBY ACKNOWLEDGEME
NT 

        

DEBIT ACCOUNTS 

ACC. CODE SEC DON M/
F 

PAYEE ACCOUNT DESCRIPTION AMOUNT 

              

              

              

              

              

              

TOTAL DEBIT 

CREDIT ACCOUNTS 

              

              

              

              

              

              

TOTAL CREDITS   

 


