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Purpose
To establish the procedure for recording the transactions relating to CF/ISPA in the Accounting system.

Background

The accounting of transactions relating to EC CF/ISPA financial assistance and co-financing must be based on double entry, analytical and accrual basis accounting system, allowing entry, classification and recording of data and presentation of statements reflecting a true and fair view of the assets and liabilities and financial position. 

Accounting rules and procedures should be maintained in consistency. 

Procedure

	#
	Action
	Function / Person responsible
	Timing / Deadline
	Standard Form / Template

	1 
	RECORDING TRANSACTIONS

	1.1 
	In accordance with Internal rules of procedures for registering / circulating documents, receives checked Primary documents and bank statements
	Accountant
	Day of receipt of the documents
	PIM

Chapter K

	1.2 
	Gets Main entries descriptions
	
	
	PIM

Chapter I

Annex I02

	1.3 
	Uses password to access to her/his computer
	
	
	

	1.4 
	Opens the Accounting software and uses password to enter the program 
	
	
	

	1.5 
	Opens a Journal and records the operation(s)
	
	
	

	1.6 
	For each operation recorded, ensures the cross-referencing on primary documents
	
	
	

	1.7 
	Prepares a Control Form and formalises controls on the Control Form
	
	
	I01 – 01

Control Form

	1.8 
	Attaches the Control Form to the Primary documents
	
	
	

	1.9 
	Transmits Primary documents + Control Form to  Director of Financial Directorate
	
	
	

	2 
	CONTROLLING RECORDS

	2.1 
	Receives Primary documents + Control Form 
	Director of Financial Directorate 
	
	

	2.2 
	Reviews the accuracy of the records and discusses with the Accountant  any questionable item
	
	
	

	2.3 
	If any mistake must be corrected, instructs the  Accountant to apply a Correction procedure 
	
	
	PIM

Chapter I

Accounting - § Correction procedure

	2.4 
	Formalises controls in the Control Form 
	
	
	

	2.5 
	Dates and signs the Control Form
	
	
	

	2.6 
	Transmits Primary documents + Control Form to MA/IA Director
	
	
	

	3 
	APPROVAL OF RECORDS

	3.1 
	Receives Primary documents + Control Form 
	MA Director
	Day +1 from  receipt of documents
	

	3.2 
	Reviews the accuracy of the records (figures and accounts numbers)
	
	
	

	3.3 
	Discusses with the  Accountant any questionable item 
	
	
	

	3.4 
	If any mistake must be corrected, instruct the  Accountant to apply a Correction procedure 
	
	
	PIM

Chapter I

Accounting - § Correction procedure

	3.5 
	Formalises controls in the Control Form 
	
	
	

	3.6 
	Dates and signs the Control Form
	
	
	

	3.7 
	Transmits Primary documents + Control Form to  Accountant
	
	
	

	4 
	FILING

	4.1 
	Ensures the filing of the Primary documents + Control Form
	Accountant
	On day of receipt of  documents
	PIM

Chapter I

Accounting - § Filing accounting documents


	#
	Action
	Function / Person responsible
	Timing / Deadline
	Standard Form / Template

	1 
	MONTHLY OPERATION: ‘Closing-off’  or blocking accounts

	1.1 
	Prints :

-
Balance of the accounts as of cut-off date 

-
General Ledger as of cut-off date

-
Journals as of cut-off date
	 Accountant
	Between the third and the 7-th working day of each month
	

	1.2 
	Ensures that Reconciliation Procedure I02 is performed
	
	
	OP#I02

Reconciliation of bank accounts vs MA/IA books

	1.3 
	Performs controls based on Check-list 
	
	
	OP #I01-01

	1.4 
	If a mistake must be corrected, applies the  Correction Procedure 
	
	
	PIM

Chapter I

Accounting - § Correction procedure

	1.4.1
	Accountant  notes on the top right corner of the Control Document the correction done
	
	
	PIM

Chapter I

Accounting - § Identification and cross-referencing

	1.4.2
	Accountant  signs and dates control document
	
	
	

	1.5 
	Transmits to the Director of Financial Directorate the following documents: Balance sheet, General Ledger , Journals, Reconciliation forms, Correction forms if applicable, Check-list 


	
	
	OP #I01-01

	2 
	MONTHLY OPERATION CONTROLLING: ‘Closing-off ‘or blocking accounts 

	2.1 
	Performs controls based on Check-list 
	Director of Financial Directorate
	Day +1 from  receipt of documents
	PIM

Chapter I

Accounting - § Filing accounting documents

	2.2 
	If a mistake must be corrected, approves the Correction Procedure 
	
	
	

	2.3 
	Transmits to the MA Director the following documents: Balance sheet, General Ledger , Journals, Reconciliation forms, Correction forms if applicable, Check-list 
	
	
	

	3 
	MONTHLY OPERATION APPROVING: ‘Closing-off ‘or blocking accounts 
	
	
	OP #I01-01

	3.1 
	Receives form the Director of the Financial Directorate the documents as stated in 2.3. above
	MA Director
	Day +1 from  receipt of documents
	

	3.2 
	Reviews the operations and check list
	
	
	OP #I01-01

	3.3 
	Discusses with Director of Financial Directorate any questionable item. If any mistake must be corrected, the Correction procedure is applied.
	
	
	

	3.4 
	Signs and dates the Check List
	
	
	OP #I01-01

	3.5 
	Sign and date approved Control Form
	
	
	

	3.6 
	Returns to the Accountant the whole package
	
	
	

	4 
	MONTHLY OPERATION FILING: ‘Closing-off ‘or blocking accounts 

	4.1 
	Files received documents (except check list) in accordance with the established procedure
	Accountant
	Day +1 from  receipt of documents
	PIM

Chapter I

Accounting - § Filing accounting documents

	4.2 
	Ensures the back-up of the accounting data before close-off procedure
	Accountant

SAP Administrator
	
	

	4.3 
	Applies the close-off procedure in the Accounting software
	SAP administrator 
	
	

	4.4 
	Ensures the back-up of the accounting data after close-off procedure
	Accountant

SAP Administrator
	
	

	4.5 
	Formalise controls on Check-list 
	
	
	OP #I01-01

	4.6 
	Signs and dates Check-list 

	
	
	OP #I01-01

	4.7 
	Transmits to the Director of Financial Directorate the Check-list
	
	
	

	5 
	MONTHLY OPERATION APPROVING: FILING of ‘Closing-off ‘ or blocking accounts 

	5.1 
	Checks that back-up and Close off procedures are performed properly 
	 Director of Financial Directorate 
	Day +1 from  receipt of documents
	PIM

Chapter I

Accounting - § Filing accounting documents

	5.2 
	Signs and dates Check-list
	
	
	

	5.3 
	Ensures the filing of the Check-list + Control form
	Director of Financial Directorate
	On day of 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
	Director of Financial Directorate
	MA/ IA Director
	Note Ref.

	1 
	Control of Journal / General ledger/ Trial Balance
	
	(
	(
	

	1.1 
	The journal data show for all records :
	(
	
	
	

	1.2 
	correct / coherent date, 
	(
	
	
	

	1.3 
	type and reference of the primary document(s) supporting the record, 
	(
	
	
	

	1.4 
	account number(s) debited and credited, 
	(
	
	
	

	1.5 
	amounts in Euro and Leva
	(
	
	
	

	1.6 
	exchange rate(s), 
	(
	
	
	

	1.7 
	description of the accounting transaction.
	(
	
	
	

	2 
	In the Trial Balance and General Ledger check if sub-accounts (or analytical accounts reconcile with the main accounts) 
	(
	
	
	

	3 
	For each of the account, check :
	
	(
	(
	

	3.1 
	The opening balance of the month corresponds to the closing balance of the previous month.
	(
	
	
	

	3.2 
	The accuracy of the records (accounts, amounts and exchange rates)
	(
	
	
	

	3.3 
	The situation of the balance in Euro and in Leva
	(
	
	
	

	4 
	In case of Correction Procedure
	
	(
	(
	

	4.1 
	Correction Form(s) is(are) properly prepared, dated and signed
	(
	
	
	

	4.2 
	Correcting record(s) is(are) properly performed
	(
	
	
	

	5 
	Back-up 
	
	(
	(
	

	5.1 
	Back-up of the data performed before close-off procedure
	(
	
	
	

	5.2 
	Closing-off procedure is performed for the month
	(
	
	
	

	5.3 
	Back-up of the data performed after close-off procedure
	(
	
	
	


	6 
	Transmission to Second Control 
Date:                                       Hour :      :       .   




	Stage 2 
Second control by : Head of  Financial control Unit  

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

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


	7 
	Transmission to Supervision / Approval
Date:                                       Hour :      :       .      

               


	Stage 3 
Supervision / Approval by : MA/IA Director  

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


	8 
	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
	Head of MA

	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 












