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Purpose
To establish the procedure for control and approval of the Annual Trial balance and Balance sheet by the IB relating to CF/ISPA.

Background
The Annual Trial balance and Balance sheet was done as required by the National Fund at the Ministry of Finance and submitted by e-mail and on paper in the MA and Paying Authority.
Procedure
	#
	Action
	Function / Person responsible
	Timing / Deadline
	Standard Form / Template

	1 
	ANNUAL CLOSING: 

	1.1 
	Receiving Annual Trial balance and Balance sheet by the IB  


	 Accountant
	As required by the National Fund Directorate
	

	1.2 
	Performs controls based on Check-list 
	
	
	OP #I01-08

	1.3 
	If a mistake must be corrected, the MA notifies the IB and PA  
	
	
	PIM

Chapter I

Accounting - §  Accounting Reports

	1.4 
	Receiving corrected Annual Trial balance and Balance sheet by the IB up to 3-rd working day after receiving the notification from the MA

	
	
	PIM

Chapter I

Accounting - § Accounting Reports  

	1.5 
	Transmits to the Head of Payment Department Annual Trial balance and Balance sheet and Check-list 


	
	
	OP #I01-08

	2 
	ANNUAL CLOSING CONTROLING:  

	2.1 
	Receives from the Accountant the documents as stated in 1.5. above
	Head of Payments Department
	
	

	2.2 
	Performs controls based on Check-list 
	
	Day +2 from  receipt of documents
	PIM

Chapter I

Accounting - Accounting Reports § 

	2.3 
	If a mistake must be corrected, approves the Correction Procedure 
	
	
	PIM

Chapter I

Accounting - § Accounting Reports 

	2.4 
	Transmits to the MA Director  Annual Trial balance and Balance sheet and Check-list 

   
	
	
	OP #I01-08

	3 
	ANNUAL CLOSING  APPROVING: 
	
	
	OP #I01-01

	3.1 
	Receives form the Heads of Payment Department the documents as stated in 2.4. above
	MA Director 
	
	

	3.2 
	Reviews the Annual Trial balance and Balance sheet and check list
	
	Day +2 from  receipt of documents
	OP #I01-08

	3.3 
	Discusses with Head of Payments Department any questionable item. If any mistake must be corrected, the Correction procedure is applied.
	
	
	PIM

Chapter I

Accounting - § Accounting Reports 

	3.4 
	Signs and dates the Check List
	
	
	OP #I01-08

	3.5 
	Returns to the Accountant the whole package
	
	
	

	4 
	ANNUAL CLOSING FILING: 

	4.1 
	Files received documents in accordance with the established procedure
	Accountant
	Day +1 from  receipt of documents
	PIM

Chapter I

Accounting - § Filing accounting documents


	HOW TO USE THE CHECK-LIST : 

- 
All persons assigned to perform controls must, for each control, tick the boxes in the column corresponding to their respective position.

- 
Comments / notes may be added on the last page of the Check-list and must be cross-referenced (numbered) in the column “Note Ref.“

- 
The check-list must be signed by the performers of controls and reviewers once all controls are performed


	Stage 1 
Preparation and First control by : Accountant 

	Preparation started on :  
Date : __ / __ / ___ at __ : __ 


	
	
	
	
	
	

	Control #
	Items to be checked 


	Preparation and 1st control
	2nd control
	Supervision/ Approval
	

	
	
	Accountant
	Head of Payments Department
	MA Director 
	Note Ref.

	1 
	Control of the Balance Sheet – Annual closing
	(
	(
	(
	

	1.1 
	The Balance sheet was submitted by the IB on date ……………
	(
	
	
	

	1.2 
	The Balance Sheet was signed by authorized persons in the IB
	(
	
	
	

	1.3 
	The Balance Sheet is for the respective period 
	(
	
	
	

	1.4 
	The Balance Sheet is in respective form, as required by the National Fund
	(
	
	
	

	    1.6
	The Balance Sheet reconciles with the records in the accounting software 
	(
	
	
	

	1.9
	The notification letter for adjustment was sent to the IB  
	(
	
	
	

	1.10
	Copy of the letter for adjustment was sent to the Paying Authority 
	(
	
	
	

	1.11
	The Balance Sheet was corrected by an accountant in the IB  
	(
	
	
	

	1.12
	The correct Balance Sheet was received in the MA on date …………..
	(
	
	
	

	1.13
	The Balance Sheet was approved and reconciled by the MA and notification letter was sent to the IB 
	(
	
	
	

	1.14
	The Balance Sheet was approved and reconciled by the MA and notification letter was sent to the Paying Authority 
	(
	
	
	

	2 
	Control of the Trial Balance - Annual closing
	(
	(
	(
	

	2.1 
	Annual Trial balance was received from IB
	(
	
	
	

	2.2 
	Trial balance before close-off procedure is correct
	(
	
	
	

	2.3 
	Closing-off procedure is performed 
	(
	
	
	

	2.4 
	Trial balance after close-off procedure is correct 
	(
	
	
	

	
	
	
	
	
	


	3 
	Transmission to Second Control 
Date:                                       Hour :      :       .   




	Stage 2 
Second control by : Head of  Payments Department  

	
	Documents received on:  
Date: __ / __ / ___ at __ : __ 
	
	
	
	

	
	Controls started on:   
Date: __ / __ / ___ at __ : __ 
	
	
	
	


	4 
	Transmission to Supervision / Approval
Date:                                       Hour:      :       .      

               


	Stage 3 
Supervision / Approval by : MA Director  

	
	Documents received on:  
Date: __ / __ / ___ at __ : __ 
	
	
	
	


	5 
	Supervision performed 
Date:                                       Hour:      :       .      

               


NOTES / COMMENTS / INSTRUCTIONS :

	Insert as relevant
	Insert as relevant

	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :
	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :

	Insert as relevant
	Insert as relevant

	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :
	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :

	Insert as relevant
	MA Director

	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :
	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :


	INTERNAL AUDIT : This area is dedicated to comments / notes / references / etc…. of internal auditors

	Ref
	Date
	Name
	Comments
	Signature

	
	
	
	
	


































































































































































































































































































































































































Name / Position / Signature 














Name / Position / Signature 





Name / Position / Signature 












