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FOREWORD
This Accounting and Fnancial Manuol is o document that describes Mountains of the
Maoon Universty [MMU) occounting and financial systems and procedures. It B meant
to guide stoff, management, University Council mambers, and ouditors 1o understand
their roles and responsibilities for financial management, internal controls, and
accounting functions, It & also meant to promote the Universty's financial integrity and

operational efficiency

Maonogement has prepared it fo comply with the Gavemment of Uganda Pubslic
Finance and Manogement Act 2015 os amended. Treasury Instructions 2017, the
Univardtiss and Other Terfiory Insfitufions Act, 2001 (UCTIA) as amended and the
Intematicnal Fublic Sector Accounting Standards.

The users of this mariual are encouraged to familiarize themsaives with the provisions of
this manual fo ensure accountabiity and transporency of funding received by the
University s provided for under sections 5% and &0 of UOTIA.

-
Erg. Ban MANYINDO, FhD.
CHAIRPERSON, UNIVERSITY COUNCIL
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Policy Manual by the Univerity Counci 1, therefore, a central step TGW:@S ’rha
achisvemneant of oood financial governance and the actudlization of the University

wision and mission,

fhis Finance and Accounting Manual will be instrumental in guiding the University
Council, Unlversity Manogement, staff ond the students in managing the University
financial affgirs, The various regulations, rules, systems, processas and procedJuras
sutined in this Manual ore intended fo give guidance for complionce by all
stakeholders to ensure that the ethical conduct expected of the institution is upheld.

| wish fo sincerely thark the University Councll for approving this Fnonce and
Accouniing Monual s o gesture of il confinued commitrment to good governadnce
and policy guidance. In the same vain. | wish 1o acknowledge the various University
stakeholders including the offices of the University Secretary and the University Bursar,
tha membars of the University Management Committes, the Finance. Flanning, and
Resource Mabllization Committee and the University Council for their valuable roles
during the process of developing this iImportant Manual.

L encourage all the University stokeholders 1o keenly read, upho o, protect, implement
and comply with this Manual In order to strengthen University s good govemance n
general and finoncial management in paricular.

chn

ius Conwell Achanga PhD (Sranfied)
VICE CHANCELLOR
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DEFINITION OF KEY TERMS

Accounting Officer: The term “Accounting Officar” means he University Secratary os specified in
saction 33[3kb] of the UOTIA 2001 (as amended) or any other officer appointed in accordance
Wwilh section 3-of PFMA 2015 (as amended)

Academic Department means the feoc hing department which funclionally reporls to o Foculty
or @ School.

Administrative Advance: This refers fo all monies paid in advance 1o any employee or other
officials of the University, other than salary advances, 1o carmy out activities on behalf of the
University, Such odvances shall be accounted for by providing acceptable avidence,
documentation or explanatfion confirming fhe opprophate e of the funds for the intended
actvities.

Adminisirafive Department unless ctherwise defined, means a nen-teaching depariment of the
University which shall include the departments directly headed by the Vice Chancellor, the
University Secretary, University Bursar, Dean of Students, the University Library, the Academic
REQET!-:_:r and any other non-teaching department or office created and/or elevated by the
Univartity to the some or higher level as the aforementicned departmenfs,

Basic salary: This shall be the salary entiied o by a University employee by virtue of his/her
employmaent, without any condifions attached tait, The basic salary shall be inclusive of NSSF(5%).

PAYE and/or any other oliowable deduchions.

Cash: mears notes, coing, credit cards, money orders, debit card and cheques/drafts,
promissory notes ond any other poymant instrument or method acceptable by the bank of

Ugandea that resutis info gqarming of cash.

Gross salary: This shial be the basic salary plus any other allowances or benafits that may be
earned by an employee of the University asa result of applicable and/or allowabie condifions or
circumstances. The opplicable and/far aliewable allowances or benefits that may fum a basic
salory inte gross salary may include ne iollowing: housing allawance, acting allowance. exiro

duty allowance, bonus earnings and gifts.

Fees: The ferm “fees" as used in this manual means all siudents’ fees ard includes tuition fees,
functional fees and other charges which shall be spacified in the student’s admission letters. A list
of such fees is setout in sarond schedule of this Manual,

internal audit: means an independent, cbhjective, Ossurance, consulting and  appraisal funchion
astablished by the University 1o exaomine and evaluate its activities as a sarvice ta the University;
internal confrols means the systerms of conirol devised by fthe University Councll to ensure that
the University's objectives are achleved; University Council poficies aore aodnerad 1o In a manne
that promotes the economy. efficiency ond effectivenass on fhe use of rasources; that financial



and other records are reliable and complete; and that the University's assets and interests are
sofeguarded

Net Salary: This shall be the salany that o University employes shall receive from the University after
deducting PAYE, N55F |5%) and other statutory, allowable and/or authorized deductions.

Purchase Order: A purchase ordar which may also be refared to as a Procurement order or Local
Purchase Order (LPO| means g written instrument ssued by the University to a prospechive
supplier or service provider demanding for suppiy of specified goods or services ot the stated
condifions indicated therain,

Risk Management: means the establishment of pofcies, confrols, proceduras and/or praclices
to idenfity, aonalyze, quantify, manitar and/ar contral exposuras of the Universily and its assels so
as to minimize its potential or octuol losses:

Students Guild Leadership: Means the team of University Students elected by the students to be
their leaders in occordance with the Students Guild Corstitufion. The Guild leadership, for the
purpose of this Manual, includes the Guild Cabinet, the Guild Representative Council IGRC).
alpovention: The ferm “subvention” meors the appropriafion of funds to o vote for on-ward
transfer to an entity which s not a vote [Section 3 of PFMA 2015 [as amended)

Students Sporls Union: means a body of the students thaf was efther elected or appointed
to take l2adership in managing the sports activities of the students.

University: Unless otherwise specified, the termn University means Mountains of the Moon
University,

University Councll: The term "University Counci” means the Meuntains of the Mccn
Lniversity Council,

University Management: The ferm “University Management” wherever usad in this Manual,
unless specified means the Mountains of the Moon University Top Managerment.

Viremenk means a re-alocation or frarsfer or change of approved funds betwaen budget
itermns within the same vote of an academic/ cdminisirative department or foculty or school o
project.
Vote Cost Centre Manager: means the University's senior employse who is designated o
manage the funds thal hove been budgeted for under academic/odminisirative
depariments, Foculties. Schools, institutes, Frojects and/or other Sections or Units of the University
as may be determined by the Accounting Officer from fime 1o time.
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CHAPTER 1

INTRODUCTION

Background Information

sountains of the Moon University was first established as @ private University in 2005,
by the National Council for Higher Education [NCHE), in accordance with the
Universities and Other Tertiary Institutions Act 2007, as amended, In January 2022,
Mountalns of the Moon University was taken over by Gavernment of the Republic of
Uganda and established as a Public University under Statutory Instrument, Number £
of 202,

1.1 The University Vision and Mission

siountains of the Moon University is guided by the following Vision, Mision and Core Values:
(@) The University Vision is: To be o cenfer of excellence in feaching, research and eornrnity
engegement for wsfainoble development

(b) The University Mission is: To imnovative and transformative education, ressearch dnd
community engogement for social economic transformation,

(c)The core values; professionalsm, innovativeness, integrity, teamwork and sockal
responsibility

1.2 The University Financlal System
As o rapidly growing organization, the University would like to develop and implement sound
Snancial systerns that comply with nationol and infermationally accepted accounfing standards
generally applicable fo Public Secior Organizatiors. The University has several adminisirative
urits that support s core aclivities.

The University's financial system encompasses al the personnel, resources, systems and acfivities
that work tagether fo camy out In an effective manner the financial and accounting funclions
of tha University. This manual seeks fo streamline the fu nctions of all the elements within this system
o ensure that all the ocfivities of fhe University are carried out In a systematic manner o as to
safeguard and add value 1o assets oswell as faciitate and enhance financiol reporting.

Tha implementation of sound financidl and accounting systems is therefors designed in such a

way as to ensura that
a} &l transactiens shall be executed only Upen approprate approvaol and authorization;

m
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b} Valid tronsoctions shall be recarded accurately to pemit preparation of financial
statements that confarm to Infemational Accounting standards, and all assets shall be
safeguarded in ¢ healthy confro environmeant.

1.3 Purpose of the Manual
The purpose of this Manual shal be;

a} Te provide guidelines to all staff ot the University, particularly fhe Finance and
Accouniing staff for the orderly avacution of thelr respective responsibiiifies tor the
purpose of preparing ne University's financial stateme fits.

b} To provide sefs of operafing and reporfing financial standards and pracfices which
camply with intfemationally cccepled accouniing standords, including  the
International Pubiic Secior Accounting Standards {IPSAS).

c] To ersure that key financial guidelines and requirements of international best
practices for the not-for-profit sector are takeninto account.

d) Toset out the basic framewaork of systerns that will provide adeguate levek of internal
contrals including budgstary control.

g) To ensure and promote the principles of accountability and franspargncy
generally referred to as good cofporote govemanca.

1.4  Authority of the Manual
In developing this manual, consderafion wos given to all appiicable IPSAS and the
-equirements of the PFMA 2015(as amended), the Public Finance Management Guidelines 2014
and the Treasury Accounting Instruciions 2017,

a) The manual has the approval of the University Council. Failure to comply with any poicies
and procedures centained (n this manual may render on employee liobie to disciplinary
actian in occordance with the Human Resource Policy of the University andfor other
opplicable laws of Uganda, A plea of ignerancae will not be acceplable 05 an BxCUsE for
non-compliance.

n) If for any reoson a given pofcy or procedure cannct be implemented, it would be
imcumbant uoon the concerned official to notify the immediate supervisor in writing
detaiing the circumsionces and submitfing an altemafive policy of procedure o be
discussed by management for the subsequent approval by the University Council,
Manogement may endorne of reject the exception and the procedurs 1o be valid as o

replacement.

1.5 Scope of the Manual

This manual k& infended to cover ol aspects of the financial control environment of the
University. It seeks fo fouch on all areas of the system to instil order, direction and focus for
efficient and effective performance ot oll levels of Managoemao nt.

1 b &




a) The first chapter infroduces the entire work. outining its purpose and objectives, as well as
emphasiing the necessity for updates and revision.

b) Chapler Two sets forth the guiding principles, defailng the relevant conceplts and
conventions of the financial system,

¢} Chapiers three through thirteen setfs out the policies and procecures framewaork for all
aspects of the systern. They establish peints of reference for all the areas of the system
consising of financial managsmen! operalians and rules, budgeting and budgetary
process, cosh ang ireasury management, expendifure control management, plant
property and equipment, procureme nt and inventory manogement, payroll
managerment, grants management, chart of accounts and operating soffware, financial
reporting and cudit framework,

1.4 Updates and Revision

al Thisis a living maonual which will continueusly be adapted and aligned 1o ihe envircnment
in which the University operates. The manual shall therefore be revised from time 1o time
with the approval of the University Council.

bl Suggestionsand ideas on how the manual could be improved should be forwarded

to the University Bumor who would ligise with the University Secretary to effect the
necassary identified chaongss for the approval of the University Coundil.

1.7 Effective Date of implementation
implementation of this manual shall be effective AF%—'A’\M after the University

Council's approval



CHAPTER 2

GENERAL FINANCIAL MANAGEMENT GUIDING PRINCIPLES AND POLICIES

This chapter gives peneral guiding principles ond policies thot govemn the accounting freatmen
and the general financial management systems and proce dures as delalied below:

2.1 Accounting Method
The University shall apply the modified accrudl basis of accounting for the entity wide financial
statements during the fiscal years, This basis recognizes income when eagmead and expenses
when incumed with exception of income from grants, taxes and MR from non-exchange
fronsactions which are recognized when received.

2.2 Foreign Currency Transaclions

a) The University shall franslate dll fransoctions in foreign currency into Uganda Shilings o
the rate of axchange prevailing on the fransaction date.

b) Year end balances in foreign cumrency ore franslated into Uganda Shillings at the yweor-
end exchonge rate.

c) All reglized gains ondfor losses shall be recognized in the statement of financial
sefarmance while unrealized gains and/or losses wil be recognized in The statement of
fircrecial posmon.

23 Revenue Recognition

a) The University shall recognize grants as revenus when the grants are sarned or upon
receipt of the funds info the University's Bank accounfs whichever comes sarlier or upon
fulfiimeant of the requirements agreed on in writing with each Development Partner.

b) Unrestricted grants are receivedin suppor of ogreed research and development agenda
and for general administration.

&) Resfricted grants are received in support of specified projects or activities mutually
agreed upon bebween the University and the development Pariners.

2.4 Matching Principle

The matching principle states That revenue 5 reported when eamed and expenses are
recagnized when incumed ond should be matched agoinst revenus within o parficutar financial
vear or pafod, even If ne cash cutfiow has aocurred. This is the rafionale for the accrual basis of

acecounting.
A
A



2.8 Prudence

aj Prudence is the inclusion of a degree of caution in the exercise of the judgrments
needed in making the estimatas reguired under co nditions of uncerfainty, such that
assete or revenua are not overstated and iakilities or expenses ore not understaied.

b} The pudence concept states that revenue and income are not anficipoted but
gre recognized by Inclusion in the siaterment of financial performance only when
realized in the form of cosh or other assets or when the ultimate cash realization can
be assessed with o reasonable degree of certainty.

c) Al known liasilities sholl be provided far if thelr amounts are knewn with certainty or
are a best astimate in the light of the information av ailable.

d} where the matching concept s inconsistent with ihe prudence concept, the lafter
will prevail.

2.6 Accual Principle

The University shall use and apply the medified accrual basis accounting system. It is o basis of
accounting where fronsactions and other events are recognized when they occur (irespective
of when cash or its equivalent is received or paid), The fransactions and events are recorded in
the gccounting records and recognized In the finonciol stoterments in ihe periods to which they
relate. The alements recognized under the accrual accou nting are assetfs, hablifiss, nel
assatsfequity, revenue ond experses. This is 10 8RsUTS that revenue and cost are;

o] Recognized when eamed of incured, not necessarly when money is recelved or paid)

b} malched with each ather so far os their relafionship can be established or justifiably
eslimated, and

c) Dealt with in he stalement of financial perfformance for the period to which they relate.

2.7 Historlcal Cost Principle

a) The financiol statemants af the University shall be prepared under the histerical cost
convention and in accordance with Intemational Public Sector Accounfing Standards
[IPSAS]

b) Historical cost implies that the camying value of assets shall be based on their purchase
price, Wheares the historical cost convantion k& departed from, this shall be stated in The
accounting policies, specifying the nature of departure.

c] However, grants in kind rec eived by the Univarsity such as fixed assets or services recelved
from develepment parfners shall be recarded at the fair values of the asset on the date
af the trarsaction or actual fees paid by development pariners for such services,

respeciively.



28 Going Concem

a) The Finoncial statements sholl be prepared on the assumpfion that the University 1s a
going concem and would canfinue in opearafion into the foreseeable Tulure.

B i shall be cssumed that the insfitfufien has neither the Intention nor the need fo liquidate
or curtail materially the scale of its activilles unless there will be an intention to iquidate
the enfity.

=] If the intenfion to liguidate the enfity exists, the financigl statements may have o be
prepared on different basis and, if so, the basis used shall be disclosed.

2.9 Consistency
The University shall apply the consstency principle in preparation of its iinancial reports. The
consistency concept explains the Tact that there shall be consistency in the methods and bases
far the freaiment of similar accounting varables:
al Within each accounting perod and
b) From one accounting percd to the other Where the University decides to depart from the
consistency principle for any reasons, such departure shaoll be disclosed in the notes to the
accounts fogether with the recsons for the departure,

2.10 Fair Yalue Principle
The University shall prasent ifs assets in the statement of financial position at ther fair values.
a] The fair value of any asset shall be the omount at which the asset could be beught or sold in

a curent fransaction between wiling parties.
a) Prevailling market prices shall also be wsed 1o determine fair value,

2.11 Disclosure Principle
The University shall provide as much disclosure in the accounts as possible to provide adequate
inforrmation to the users of the finanddl information.

2,12 Accounting policies

a| Accounting policies are the specific basics judged by the University fo be maosf appropriote
fo its circumstances and adopied for the purposes of preparing financial statements.

b] Accounting policies applied would be based on Internafional Public Sector Accounting
Standards, In the absence of an Infernational Public Sector Accounfing Standard thor
specifically applies 1o o transaction, other event or condition, management shal use its
juddgment in developing and applying an accounting policy that results In information thot
is reliable and relevant fo the decision-making needs of users of the financiol statemeants:

i represent faithfully 1he linonclal position, financiol performance and cash flows of the
enfity;
] refiect the economic substance of fransactions, alher events and condifions ond

not merely the legal form;



il are free from bias;
iv] are prudent; and
V) Complete in oll materal respect
n) Where circumstances permmii more than one accounting policy, the choice of poiicy can
significantly affect the University's repored results and financial position. Managemesnt snail
therefore ensure that:
.. The view presented can be properly oppreciated by clarifying fhe policies folowead
in dealing with significant items.
i The choice and disclosure of accounting policies are carefully mode 10 promoie
the appreciation by users of the University s fincincial statemant.



CHAPTER 3

FINANCIAL MANAGEMENT STRUCTURES, RULES AND AC COUNTABILITY

This Chopter refars to the set of structures, laws, rules, sysiems and processes to be wsed by the
University fo mobilize revenue, aliocate funds, and undertake spending, account for funds and
auddit results.

3.1

Key Finoncial Management Strucltures

The core fnancial management responsibiifies within the University's  infemal confrol
arvironment shall be manoged mainly through the structures below:

al
=]
cl
d]
el
fl
gl
k]
il
il
4

The University Council

The Audit and Risk Management Commitiee

The Finance, Flanning, Investment and Development Committes
Fincnce Committee

The Vice Choncallor

The Deputy Vice Chancellor- Finance and Adminstrafion

The Universiiy Secretary

Thie University Bursar

Directors/Deons/Heads of Department

Head of Internal Audit

Head of Directorate of Planning, Investment and Development

3.1.1. The Universlty Council.

aj

=

The University Council shall be the supreme organ in the University and as such shall be the
final decision-making body on all policies and strategies relating to the management of
finances and other resources of the University [Sectien 40 |1) of the Univessities and other
Tertiary Institufions Act 2001 |as amended).

The University Councll shall perform the following functions in relation fo financial

management; - _

i. Toapprove the University annual budget estimates in order fo authorize the collechion
of revenue and incurrence of expenditure by the University management and siﬂff_.

i To exercise policy making and supeviory contral over University rasourcas in
aecordonce with this Manual, the Laws of Uganda and any ofher guidelines or
policles that may be issued by government fram fime fo time: =4

i, Toapprove of Strotegic Development Plans, Annual Work Plans, studenis’ Admissions
Plans, Reciultment ond Retrement Plans, and Annugl Procursment Fians 18 8§

financed by the Universiiy:



Wi,

wii.

wili.

To approve requests for supplementary, virement and reafiocafion of budget
estimates or provisions;

To approve all Univarsily policies relafing to finances and any other resources;

To approve any infroduction or revision of fees chargeable to students of the

University:
To receive gifts, donations, grants or elher menies ond maka dsbusements s may

be required on behalf of the University
Tes discuss and approve financial reports, policies and proposcls recommended by

ifs committess;
Take all necessary decisions conducive to the fulfilment of the objects and functions

of the Universily

3.1.2. The Audit and Risk Management Committee

a) The Universty Councll shall consfitute an Audit and Risk Management Commiliee
composed of members of University Councll and professionals of high-level experience
and indagrity.

t}} The functions of the aAvdll and Risk Monagement Commitiee shall ba in line with section
4% of the PFMA 201 5/as amendad) as follows:

Represenfing Council In providing oversight of the Uriversity's risk monagement
practices.

Approving the Intermal Auditor's annual audit plar,

Reviewing the effectivensss of the Univerity's pracfices related to manitoring its
financial performance, compliance with opplicable laws and regutations.
Reviewing the effectivenass of the University's Internal Confrols.

Considering reports submitted by the head of intemal audit,

Considerng and reviewing extemal audit reports.

1.1.3 The Finance, Planning, Investiment and Development Commiites.

e University Council shal at all times have a committee res porsible for finances in accordance
with saction 43 of the University and other Tertiary Insfitutions Act, 2001 as amended. The role of

the committee responsible for finances shal;
a) Exercise policy supervision and conirol over fhe University's inances;

b Discuss and recemmend financial policy proposals from mManagement fo the University

Council for consideration
¢) Discuss quartery finoncial performaonce reporte and te make rapammandafionc 10

University Council for appropriate decisions;

7



d

h)
f

Discuss and recommend all proposals for Virement, reallocotion ond supplementary
mrovisions to the University Council for consideration.

Monitor the implementation of the University's financid policies and programs.

Receive and review ol proposals for revision of tuition and other fees for consideration
and aeproval by the University Council.

Pecommend revenue mobilzation proposal and policies o the University Council for
consideration and supervise the utiization ond accountabdity of the mobilized resowce

niscuss and recommend to University Council assel management plans of the university
Provides fechnical advisory services to Council on issues related fo finonclal manogement

as the Council may require from time to fime.

31.1.4 The Flnance Committee

Thare shall be a Finance Management Committee insfituted by the Vice Chancellor. The
finance Management Commitfes shall be composed of the following officers:

. University Secrefary - Charpersan.

i. Acodemic Registrar

iil. University Burscr

iv. Deanof dtudents

v, libraricn

vi. Director ICT

vil. Al Vote Cost Cenfre Managers

vil. The Director, Planning. Investment and Development as Secrefary

. Any other relevant technical persen as deemed nacessary by the Accounting Officer.

The Anance Management Committee shal;

il

Wi,
Wi,

wiil,

Monitor and review the overal financial strategies and performance of the Universily
Incleding transparency costing;

Monitar and review the current ond projected levels of income and expenditure across
individual creas of the University {everall financial sfrategy and financial forecasting of the
University];

Monitor and review performance against budget and suggest any action necessary fo
areure that the University rermains within the annual budget opproved Dy the Council;
Ernsure that an effective framewark for the financial monagement of the Uiniversity
recommend fo Management annual estimate of income ond expenditure:;

Receive and respond to budget submissions from all cost cenires, areas, and units;
Propose guartery cash allocations o Prograrms, arens. and units for Management

approval
Raview guartery and annudl Programs, areds, and units’ performance both financial and

physical performance
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1.1.4. The Vice Chancellor

The Vice Chancellor, as Chief Frecutive Officer, shall be respansible fo Council for all aspects of
the University's financial affars. The Vice Changellor shall be assisted in fhis duty by the following:
a. Tne Depuly vice Chancellor (Finance and Administration)
b, The University Secretary —for finoncial control and accountakility
c. The University Bursar- for planning, résource alioeation and finoncial manogement,

3.1.7. The Deputy Vice Chancellor (Finance and Administration)

a} In oecordance with Section 32 (4] of the Universities and Other Tertiary Institufions Act
2001 {os amended), the Depuly Vice-Chanceller for Finance and Administrafion [DVC (F&A]]
shaill assist the Vice-Chancellor In the perfarmance of his or her functions and in that regard the
Dw:. [F&A] shall overses the finances, adminifration, human rescurces, security, estates, health
sarvices, procurement, plasning and development of the University and shall perform any other
relevant official functions delegated to him or her by the Vice Chancellor or the University
Council,
k] Inthe exercise of the above funcfions the DVC (F&A) shalk:
Have srategic control over the following sunctions in the University: medical services, studants’
welfara, planning, budgeating, resource mohbilization, expenditure managemeant, investmant,
humein resource management, Securty, estares and warks, and procurement functions,
| Puorficipote as o key member of tha University Management and shall coordinate the desian
and execution of strategic partnerships with other organizations for the deveiopme nt of the
University.
. Couse analysis of potential opportunities and threats. glanning for and management of fisks
that are potentially exposed fo the University's operafions.
supenvise the Universiy Faculties, Schools and/or administrative departmenis iy
developing and executing Bidgets.
Provide leadership ininifiafing proposals and regotiations for raising funds and other
resources for the University.,
A Build and maintain feam work amonast the staff and chair o participate in d variety of
comimittees, both internal and external 1o the University.
A Chair the Budaet Committee and coordingte the budgefing process,

Do arny other appropriaie and relevant duty/function delegated to him/her by the Vice
rhancelior or the University Council,

1n



3.1.8. The University Secretary.

c) The University Secretary shall be responsitle for the general odministration of the University
including custady of the seal and administration of its Assets.

b} Shall be the tecratary to the University Council,

¢] Shall be the Accounting Officer of fhe University

d) Asperrequirements of the Pubic Anance manaogement Acl, 2015, the Accounfing Cfficer

sholl;

Confral and be personally accountable to Parliarment of the Republic of Uganda for the
regulorty and propriety of the expenditure of money opplied by an expenditurs vole, or any
other provision and for all resources received, held or disposed off by, or on account af the
University.

Ensure that odequate cantrol is exercised over incuring of commitments,

Ersure that effective systems of infernal confrol and internal audit are in ploce in respect of
all transactions and resources under his or her control.

The Accounting Officer may, and shal,  so required by any reguiations, mstructions or
directives issued under the Public Finance Management Act, 201 Sstate inwriting the extent to
which the powers conferred and duties imposed on him er her may be exarcised or
perfarmed on his behalf by any Public Officer under his, or her control and shall give sush
directives as may be necessary to ensure the proper exercise or perfformance of his/her
powers and dufies,

Be responsitle for submission of quarterly reporis fo the Ministers resporsible for Finonce and

Educafion as required by law,

a] Assist the Depuly Vice Chancellor [Finance and Administration) in the Finonce and
Administrafion functions of the University.

f} Ensure that all committees of Councit are adeguately resourced dnd serviced.

g) Be responsible for producton and maintenance of an Almanac for Councll ond
Council Commitiees

h] Be resporsible for sending out nofices of Councll meatings and fimely production and
follow up of Council minutes,

I} Ensure timely, efficien! and accurate communicafion of Council meefings and fimely
produciion and follow up of Councll minutes.

i) Ensure timely, efficient and accurate communication of University Councll deciions 10
relevant stokeholders

k] Be resporsible for all kegal maitars of the University.

il Be responsibie for ol procurement matters of the University,

m|] Recommend persons for appointment to tha Contracts Co mmittes

nj Ensure thal revenue colection, det! management, expenditure control and payment of
creditors s in accordance with The manual and any instrugtions of the University Council
ar Gavernment of Uganda.
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o) Inifiate and Faciitate fraining and cther iritiafives tor the efficient maintenance and
improvement of the finaincial management skills ard awareness of all University officials,
including staff, members of the University Council, confractors, students and su pplier

3 1.9. The University Bursar

1) The University Bursar shall be responsible fo fhe vice Chancelor through the University
secretary who i the aceounting officer for Gl financial fransactions and accounts of the
University as provided for under fhe Universities and Cher Terfiary Institutions Act, 2001 [as
amended].

20 The University Bursar shall be resporsiole for the financial adminisiration and planning f
ihe University and shall maintain the accountsin aform prescribed by he relevantiows and/or
policies.

3) The dufies of the University Bursar shall, among others, be: -

a) Tomanage the financial affairs of the University prudently, affickently and effectively,

bl To ensure compliance with the Fublic Finance Management Act 2015, he Public
Fnance Management regulations 201 &, this manual and any other instructions ssued
by the Accounting Officer, the Vice Chancelor, and Jor University Councll from fime
o time

c| Toco-ordinate and support the Budge! committee, together wilh the Flanning Urit,
procurement and Dispesal Uit Hurnan Resources Unitand Academic Registrar under
the leadership of the Deputy vice Chancallor [F&A] in The preparation of annual
budget estimates, work plans, procurement plans, recruitments and refirement plans
and students' admissions in accordance with the bucget cycle.

d) Teensure that the approved esfimales of expenditure on votes under his or her control
are not exceseded and 10 keep walch over the expenditre of votes of Faculties and
administrafive Depar menls and alert them if there is a danger of those votes being

pxceaded.
e] To ensure ihat no expenditure i incumed when 11 18 not opproved in fhe releyvont

budget esfimales.

f| To maoinfain sound systems of accounting in accordance with this Manual and/of
instructions issued by Government.

gl To supervise and ensure the prompt collection and banking of all fees and other

revenues due to the University.
h} To supervise all afficers entrusied with the receipt and expenditure of the University

funds and to take orecautions, through frequent checks against the occurrence of

fraud, embezziement, mors of carelessness.
i| Tosuperieine expenditure and other diebursements of the University and ensure that

no payment is mods witnou! proper authority.
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3.1.10

I

k)

h

To co-ardinate the preparation of the annual accounts of the University for oudit and
prepare financial statements and returns as required by the Publc Fnonce

Management Act 2015,
To prepare special reports as required by the University Council, Management, donors

or the government.
To make provision for the secure cusiody of gl the relevant books of accounts ana

other accounting documens.

m) To check and advise fhe University secratary on the disposal process of the siores of

nj

al

o)

al

assets, ond co-operate with the Contracts Cammittes in the execution of its work;
To repart to the Accounting Cfficer and recommend disciplinary oction agains!
any officerwho continuously confravenss financial policies and regulations;

To implement lowful policies and directions of the University Councl, o3
communicated to him and/or her by the Vice Chancellor or the University Secretary
and where he or she considers any direclion not to be in accordance with the Acl,
financial policies or regulations, prepare awritten statement of objection oradvice fo
the Vice Chanceller and/or the Accounting Officer.

To licise with donors for Independent audits of accountability statements of funds
given to the University by those agencies in consultation with the Accounting Officer;
To co-sign with the Accounting Officer, all procursment and financidl instruments for
commitment aor expenditure of the funas of the University;

Ta ensure that commitrents are not opproved unless there is sufficient uncommitted
halance avalable in the commitment limit for the relevant budget item;

The Heads of Administrative/Academic Department and Faculty Deans

a) The duties of o Heod of Adminisiratives Academic Department andfer a Foculty Dean
in raspect of financial rmanage ment include, but shall not be limited fo the following:

i, Being a vote caonfroller and taking personal responsibiity for sUpErvising
the ocperations and fransactions in his/her faculty or adminisirative department.

i, Being responsible for the production of the department/faculty annual work
pkans, procurement plans, budget proposcls and development plans in
accordance with the budget cycle.

i pecommending to the University Secretary the faculty/departiment’s payment
requests and commitments for approval.

iv, Being personally respensible for ensuring that all finoncial commitments of
hisiher  administrative/academic department or faculfy are within the
commitment Emifs of cash received and avdllable, and in line with appraved
budget and work ans.

v. Submitting the finoncial and physical progress reports within ten days after the
and of each quarter 1o the University Secretary.
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vi. Promptly reporting Incidents of death. obsentesism, obscondment,
desartion of any employees under their jurisdiction to the University Secretary
i order o fake the necessary actions fo save financial losses to the University,

vil. Ensuring the avalabilty of this Manual fo staff members under his/her jurisdiction
and ensuring that all staff members in his/her department or facully are
conversant with this Manual,

vl The Directar of Human Resources shall be responsible for laking action on coses
of death, abscondment, desartion, disrmissal, suspension or interdiction of any
employees to ensure that no financial losses are incurred by the University.

. The Head of an Administrative/acaodemic Department ond/or Focully Dean
<hall ensura that the staff under his/her jurisdiction account for fhe funds and/of
ather resources advanced to them or in their custody,

«. The Head of an Adminisirative/Academic Department and/or Faculty/School
Deans shall de any other work incidental to his/her duties or as shall be assignea
oy the Vice Chancellor or the Accounting Officer.

3.1.11 The Head of Internal Audit

The dutias of the Head of Internal Augit Unit/department sholl be In accordance with the Infernal
audit Charter and Section 48 of the Public Finance Ma nagement Act, 2013

3.1.12. The Director Planning, Investment and Development
a) The office of the Head of Plonning shall be the focal office for planning. budgeting,
monitering and evaluation in the University.
by The Head of Flanning shall be Ce niral for developing the strategic plans ond budget
astimates and will ensure that the twe policy decuments are congruent.
c) in the execution of this function, fhe Head of Planring Unit sholl be responsible for:
I} Preparing annual monitefing and evaluation reports for submission fo the
University Secratary.
i) Coordinafing and taking the lecd role in the inifiafion, compilafion and
presentation of the University annual budget under the guidance of the
University secreiarny.
il  Reporling, on a guartesly basis, the work plan and activity performance fo
tha Universiy Secratary.
iv)  Evaluation ondassessment of the financial resources allocationstrategy every
two and o half years 10 ensure that the Univerity is financing programs
acearding fo the strategic plan.
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4 In exercisa of the function in poragraph c [iv) above, the Head of the Planning shall
mssess and  evaluate the relevancy af the University strotegic plan and, where
necessary, Inifiote its review.

2.1.13 The Other University Stoff.
aj Each employee or any other official of the University concerned with tha receipt,
custody, disbursement or documentation of maney, stores or other assets shall: -

i, Comply with the Laws of Uganda, shis Manual, and any other direclions of
instructions lssued by the Universily Councl,

iil. Exercise stict supervision over all efficers under his or her jurisdiction entrusted
with financial or occounting dufies and 1o bring to the attention of the
Uriversty Bursar or Accounting Officer any Incompetence, dshonesty of
carelessness on their part and fake precautions, against the occurrence of
froud, embezlement or ermors and maintain an intemal check system;

i Produce for inspection alt cash, securifies, books of account, records, recelpt
books or vouchers in hisfher charge whan required by the Auditor Generdl,
Accounting Officer, University Bursar, Head of Intemal Audil or any other
authonized person;

iv. Promptly reply to any gueries oddressed fo him/ her by any of the officers
refered to in paragraph [C). giving in full informaticn or particutars required;

v. Promptly prepare and submit financicl returns and staterments as reqguired by
law, financial regulation, of inetructions from the University Bursar and
requirements of Government, and

vi. Ta perform any other work incidental to their dufies or as May be assigned
by the University  Secretary, Facully Dean, ad ministrativefocademic  head
of depariment or im mediate supervisor.

3.2. Accountability for Funds and Other Resources.

g} In occordonce with arlicle 164 of the Constitufion, all public officers are personaly
and pecuniary responsicle for the due performance of the financlal dufies of their
affices, for the proper collection and eustady of all public monkes, s1ores, and assels
‘ecalvabie by them or under their authodity.

b If any University emplovee fails to satisfactoriy aceaunt for funds or to produce any
part of cash, stores of other assefs of value entrusted fo him/her, the. Accounting
Officer shal require him/her to make good the deficiency. which moy be deducted
frarm any monies due to him/her from the Univesity in addifion fo other disciplinory
actions.

c|The University staff to whom cash, stores or other iterns of value are jointly entrusted, such
as the holdars of keys of strong-rooms, safes and cash boxes shall be required fo make

good any deficiency jointly and/or severaly.
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circurnstances, the staff or official shall apply to the Accounting Officer, within fwo
weeks to the expiry of the occounfing pericd, for extension of the perled of
accountability for the advanced monies or ofther resources.

f] The Accounting Officer moy occept or reject the applicafion for extension of
accountabiity perod with or without condifions.

al The applicotion for extension of such an accountability pencd shall be construed to
have been rejected if no acceptance & issued by the Accounting Officer within wo
weeks of receipt of the applicafion specified in subegulatfion 3.3.13 (e} above.

h)The Accounting Officer may, at his/her own discretion, delegate the accountability
function In crder to enhance the efficiency of the accountability function in the
University

i} The accountant in charge of expenditure shall scrutinize the accounlabilities received
by checking the accuracy ond making comparnson with the requests for odvance
that hod been submitied.

|| Where actual expenditure is less than the advance fhe staff received, the relevant
afficar with whem the money was entrusted shall bank the excess and aftach the
original deposit sip ond a copy of University receipt os part of the accountability
documents.

k| Failure to account for funds advanced for any activity within 30 day days wil
necessitate the University instilufing recovery measures and possible disciplingry
action in occordance with the University Human Resources Policy or any ofher laws

1.3. Rules for Management of University Financial Resources.

a. Al the cssets or resources of the University shall be under the control and management
of the Accounting Officer with the supervison of the Vice Chancellon, In-accordance
with the Fublic Finance Management Act [2015], this manual, other laws and directives
or guidelines of the University Council and/ or Government of Uganda.

b. The Accounting Officer shall cause to be sstabliched adequate infernal control systems
o promote manogement efficiency and minimize risks affecting University ossels and
tha timely achieverment of the University objectives.

e The Intemal control systems refered fo above shal include policies. prnciples, systems,
nules and orocedures designed to ensure efficiercy, affordabiity and effectiveness of
the University operations, to improve management decision making, to prolect and
soifequard University resources,
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d] Any staff or official of the University who recelvas money or other resowrces 1o comy
out a duty or activity shall account for such monies or ofher resources within one
month to the full satisfaction of the Accounting Officer.

a)where the University staff or official cann ot occount for the monies or other rescurces
advanced to him or her due to the lengthy nalure of aclivity or dus fo any other




developed and monitorad to ensure consistency betwvoen planned and actual
expenditures.

= The Accountfing Officer shall from fime-to-time design and facliitate adequate systems
for segragation of dufies, mandate and functions of various staff, committees and
Council.

f. The Accounfing Officer shal accord ond ensure adequate faciltafion and
independence of intermnal audit, external audit, audit committee and other bodies or
committees of Investigafion in order fo promole good govemance principles of
transparency and accountability in the University,

2.4 Risk Management
Seclion 45[2) of the PFMA, requires thot, "In the exercise of the dufies under ths Act. an
Accounting Officer shall, in respect of all resouwrces and transactions of a vote, put in place
effective systems of risk management, internal control and Internal Audit.”

Risk Managemert is the identification, evaluation and priortization of rsks followed DY
coordinated and ecoromical application of resources to minimize/ mitigate, monitor and
confrol the probablity or impact of unfortunate events or fo maximize the reaizahon of

opporunmes.

In managing this finance and accounting risk, the accounting officer and Top Managemen
of the University through the Anance Department wil ensuie that potential risks are minimized
and comply 1o MU risk management fra MWDk,

4. Adminisfrative confrols sholl be put in place by the Accounfing Cfficer to ensure that ol
resources [physical, finoncial and human) are propery acquired. maintained, used and
accaurted for, and thal decisions regarding the expenditure and utilization of funds
and other resaurces are based on relicble Information, and that budgets are property
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CHAPTER 4
BUDGETING AND BUDGETARY PROCESS

4.0 Preliminary Information

i The Univemsity as a statutory institution estoblshed under the University and Other Tertiany
refiiufions Act, 2001 (os amended)] i required fo undertoke plonning, bBudgeting and
reporting In gccordance with The following regulafions. Public Finance Managemant Act,
2015 (as amended), the FFMA Regulafions 2014 and Treqsury accounting Instructions 2017
Universities and Other Insfiiutions Act 2001 [os amended) Public Procurement and Disposal of
Assefls Act 2003 [os omended} ond ifs resulting regulations Educatfion sector Budget
Framework Paper.
The University shall prepare and manags its budget in line with the Strategic Plan and Annual
Wark Plan, The budget shol be based on estimates provided by each Vote Cost Center
Manager and ifs purposed that shall be to deliver the approved plans of foculfies,
adminisirative units and institufas,
The strategic planning process shall be coordinated by the Directorate of Planning,
Investment and Development and shallincorporate information from all units of the University.
Due considerafion shall be given to environmental scan of intermnal and extemal factors
offecting the achievement of University's objectives. claary idenfifying threats and

opportunifies.

4.1. Budgeting

The University Council In accordance with the Universifies and Other Terfiary Institutions Act. 2001
ios amended), section 41, shall approve the Unlversity budget proposals. This is in ling with the
Public Finance Management Act, 2015,

4.2, General Frinciples of Budgeting

The generd principles of budgeting include fhe following:

a. Budget estimates shall reflect projected revenues and expenditures which are reaistic
and balanced.

b. The Haads of Administrative/ocademic departments and Focully Deans shall be the
Vole Cost Cenfre Managers and thersfore respensible for the Iniflation. preduchon
and the execution of The budget functions.

c. Budget Fromework Papsrs [BFF, Ministerial Policy Statemenis [MPS), FPublic
investment  Plans [PIP), work plans, procurement pians, approved students’
entolment. reciuitmendt and  refirements plans and financial year's approved
budget esfimates shall formn the hasis of the onnual estimates of the ensuing
financial year,

d, The prevailing foctors and circumstances which are fikely to offect future operations
shall be taken info account when preparing the budge?t estimates.
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s Revenuss and expenditres shall be itemized as for os possible and nel shown by
block amounts In accordance with the Chart of Accounts.
. The Convocation shall budge!, receive, spend and account for funds in accordance

with the rules and regulations of this Manual,

zsd_4. The Budgefing Process

a) The budgel preporgfion process shall be consultative and participatory in oraer
to promote fransparency, ownership and accountability of the budgeling processes.
The ochiective of the censultative process shall be to soficit the views of all stake holders
in the preparation of the budget ond consequently ensure that the university budget
reflects the views, aspirations and pricrities of all stokeholders.

b] The budgeting process shall start in the month of September for every financial year
and in accordance with the PFMA 2015. This shall include compilafion of the planning
and budgetng dota from all deparments andfor facuities, throvgh priorfization
procass, reading and approval of the ensuing financial vear budget.

c} The following Universily bodies shall discuss the budget proposals in the following order:
Faculties/Administrative Departments; Finance Monagement Committes; University
Management Committes, and the Committee of Council responsible for finances and
final discussion and approval by the University Council,

d) The Heads of Administrative/Academic Departments and Faculty Deans shall be
responsible for organizing, coordinating and cresenting their budget proposals during
the varous stoges of the budgeting process.

4.5. Revenue Estimales
al Revenue shall be divided inta differant sources and coded occordingly and separate
iterns shall be provided for revenue collections in respect of the year of astimates and audited

arrears from the previous yedr,
bl  The revenue sources shall be categorized info;

i. Government grants and subvenflons
i Man — Tax Revenue |NTR) sources will constitute fuiiion ond functional fees as approved Dy

the University Council fram time to fime and any other source of revenue.
il. Development Pariner unding from exiernal institutions/bodies or individuals,
c) Theestimatesof revenue will give the following information in respect of each
sSouUnR>El
i, The actual revenue of fhe previous financial year;
i The estimated amount to be colected subseguent financial year



4 5.1. Government Grants and Subventions

a] Govemnment granis shall be considered as part of the Universty revenue and shall be
integrated in the University budget, to be spent on priorfies determined by the University
Council taking inta account the University priority progroms.

b} If there are conditional grants from the Government or denors such grants shall be part of
University revenue but shall be planned for, recorded, utiized ond accounted for
according to the grant condifions.

c) Conditional grants shall be budgeted for following an agreement between he University
and Govemment andfor the relevont donor ond the alocotion, ulzation and
accountabity for such grants shal be agreed upon with the government or donor,

) The donor grants so recaived shall comply with section 44 of the PEMA 2015|as omended)

4.4, Expendifure Estimates

a) The detailed recurent and developmeni expendiiure astimates shall be detailad to include
administrative/acodemic depariments, focullies, programmes and prajects.

o) The individual items of expenditure shall fhen be included in the section budgets which sholl
then be consoidated upwards to the adminisirative/academic department and faculty
level up to the whole University.

4.7. Budget Estimates and Plans

a) The budget estimales shal be divided info two parts: The Recument Budget and Caopltal
Development Budget with all omounts expressed in Uganda shillings.

b) The basis of the revenue ond expenditure estimates shall be clearty stated in the budget
prearmble with measurable targets that ore directly linked o the waork plans for the some
financial year.

c} The budget esfimales shall b prepared in detall showing revenue and expenditure items
te permit proper manitoring and support the explanation of variances and adjustrments,

d) All budge! esfimates of revenue and expenditure shall be in accordance fo the Chart

of Accounts

4.8 Students Guild and the Sporfs Union Budget

a) There shall be a Students Guild budget and a Students Sports Union budget approved
by the Students Guild Representafives of Council and the Sports Union respectively for

each financial year,
) The budget for siudents' Guild and for Sports Union shall be confrolled and managed By

the Guild Executive Committee and the Sports Unicn respeciively under the supervision
of the Dean of Sudents,
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il. All the major odministrative and ocademic innovations, poficy refoms or
achisvements plonned for implementation during the financial year of the budget
estimates with clear milestones and expected period within which to be
gccompilshed,

. Feasibiity studies, werk plans, cost benefitanatysis and environment impact assessment
shall be indicated clearly before any project takes off and explanatory notes shall be
provided fo show fhe purpose and need for each project, and whether the source of
finance is to meet the full cost of the project.

4.11. Budget preseniation and approval

Q)

o)

The Chairperson of Commitee responsible for finance shall present the budget and
annual work plan, annual cashfiow statements, recruitmeant plan, refrerment plan and
procurement plan o the University Council for approval and on-word submission 1o
Ministry of Educotion and sports as the Human Capital Development Frogramme Lead
Imstitution:

I line with Section &i), the University Council may not delegate the function of approval of
the University budget esfimates fo any perscn, committee, board or body or authority: and
Once approved by the Minister and Pariament, the budget shall became o legaly
binding document and shall be communicated to all stakeholders including all members
of ihe University Council, Senate, Top managerment, facully deans, Heads of department
and sections. [e] The University Council shall not delegate the function of cpproval of the
University budget estimates to any person, committee, board or bady or authoriby,

4.11. Budgefing for Development Parlners Funded Projects.

al

bl

e

d}

f)

Alldevelopment partners funded projects planned fo beimplemented in anyfinancial year
shall be decilared to the University Council by incorporating them info the budget
estimates for the relevant financial year.

where the expected funds cannot ba rellably estimated, they shall not be Incorporated
in the budget estimates but shall be disclosed in the notes to the budget esfimaies,

All employees of the University seeking development pariner financing for their project
proposal shall always communicate to the University Secretary the expected funding
sources with briaf descripfion of the project companents and objectives, ond the project
cost forincarporation or disclosure In the budget aslimates,

The funds sourced frem development partners shall be budgeted, utilized and accounted
for in accordance with the terms of gront agreement.

Every guarter. the University Counci shall receive a financial and physical performance
report onall the development partners funded projects from the Project Coordinators,
Cnreceipt of the development pariner funding, the amount for administrative service fee
shall be payable to the University as o tervice fes for managing the development poriner
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funds. This administrative service fee shall be wsed fo fund the odministrative costs and
programs of the University relating fo the relevant development partner Project.

4.12. Approval of the Budgel Estimates and Plans

a}] The

Aceauniing Officer shall ensure prompt production and submission of annual work plans,

recruitment plans, procurement plans and budget adimaotes to the University Council for
consideration by the end of March of each financial year.

b} The

budget estimates shall be based on the objeclives to be achieved for the financial year

and implementation efforts shall be made fo ac hieve the agreed chijectives or fargets, as per

the
c] The

programs of the University,
approved budget esfimates shal be submitted to the Minister responsible for Education

with copies to tha Permanent Secrefaries of the minsines responsible for education and

fira

4,13, Ba

nce within ten days in accordance with UGTIA, 2001 (os amended).

skt of Revision of Budget Estimotes.

& revision of budget estimates may fall into one of the folowing cotegories: -

aj

B)

4.14. Bu
I

Virement shall involve the re-allocation of approved funds betweaen budget items under
the same administrative/ocademic department or faculty that shall net be more than
|0% of the money aollocated for an tem of g wvote. Viement shal. upon a
recammandation of the University Councll, be submitied to the Minister responsible for
Finance for consideration,

supplementary Funding, shol invoive additional funds required for recurent
axpenditure or copital development purposes of an incraase in the fotal opproved
esfimated expenditure for the year. This is only approved by the Pardioment after the
recommendation by the University Councll according to section 25 of Public Finance

Management Act, 2015{as amended).

dget Implementation and Menitering
it shall be the responsibilty of cost center managers to ensure that the activities and
projects approved in the budget estimates are implemented on fime in occordance
wilh The work plans, recrultment plans and procurement plans opproved togather with

the budget estimates,
The cast center manogers shall ensure that value for maney for all activities and projects

& otained through efficient monitoring of progress of activiies and project and

comparison of the project costs with the planned budget.
There shall be gquarterly moriteing and evaludtion of budget performance DY

management leam to assess the extent of program implementation.
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4.15. Budgetary Conirol
i.  Every payment shall be made only if it posses o funds availability chack in the IFM3 and
approval of the accounting officer in accordance with Public Finance Management Act.

2015 [as omended). ;
i, The primary conirol on unit budgetsis available funding. Except for general oversight and
policies thal govern the appropriate and prudent use of university funds, the central

administrafion shall not ploce odditional imits on spendng.



CHAPTER 5

CASH AND TREASURY MANAGEMENT

5.1. Selecting the University's Banks
Mauntaine of the Moon University shal select and operate lecal bank accounts in
reputdbie baonks in accordance with the instructions of the Accountant General as
provided for by the PEMA 2015 [as amended).

5.2 Auvuthorized Signataries

a) The Univarsity shall have such o number of authorized signatories for oll poyments
as shall be determined from time to time by the Univenity Councl or in
accordance with the government policy.

b} Whenever the situation arises that an officer s not avalable to endorse o

payment, designated officers may be auvthorized to endorse such paymaeandts,
provided the Accounting Officer shall approve such an arrangement.

5.3 Managing Bank Accounts

al The University shall operate both Uganda Shillings and foreign curency bank
accounts in accordance with 5.1 of this Manual,
bl The decision to open or close any bank account shall be affer authorization
by University Council and approved by Accountant General and in line with
section A3 of the PFMA 2015(as amended),

e The University Bursar sholl moinfain a log of all bank accounts operated
by the University.

d| The bank accounis shall be specifically infended for official University
transactions and shall not be used for deposit or payment of personal items or
iterms that are not related 1o or not far the interest of the University.

54 Bank Reconciliofion Statements
a] All the bank accounts shall be recenciled mentnly by the Accountant,

reviewed and approved by the University Bursar.
b] Bank reconciiofions shall be prepared and reviewed within 10 working days

after the end of each manth
c) The completed bonk reconciliotion statements and documentation of

voided chegques shall be reviewed by the University Bursar and appropriate
actions taken.




5.5 Main Cash Book

Due to the nature of the University operatfions and the vanous activities he
University is invalved in, it s important to sef oul the following additiondl
procedures for the Maoin Cash Book fo account for cash in safe.

a) A maximum omount of imprest per monin shall be authorized by the
Accounting Officer within the guidelines issued by the MoFPED to meet
addifional disbursements for research, meetings, workshops and ofher
program activilies.

b} All cash obtained for purposes of meetings and workshops shall be handled
separately from roufine petty cash fransactions.

) The Accounting Officer shall approve all fransactions relating to disbursements
made out of the bank.

d) Any cosh bolonce on workshops/meetings will be dccounfed for in
accardance with the policy on accounting for funds. All funds reimbursed
after the activity shal be immediately banked after such meetings/workshops
are over by the employee or officer with whom that money was enfrusted,

54 Recelpt of revenues
all reverives of the University shall be treated in accordance with the systam
approved by government,

a) Recelpts of development pariner funds shall consist mainly of direct fransfers

into the University's bank account.

B} The University shall have a list of all irweard rermitharces on o Register,

c] The register of the remittances and su nporting documents shall be
passed to the University Bursar who wil sign both copies as evidence of

receipt,

57 Setting and management of universily fees and charges

q) The University Council shal racommend or approval and/or review of al
students' fees and charges (See Second and Third Schedule)

b) On approval of the student's fees charges and other revenues,
Management shall put in ploce proceduras for their coliection as per the

orovisions of the budget estimates.
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c] All revenues for the Lniversity shall be deposited by the revenue payers
themselves on the authorzed university accounts through the prescribed
alectronic system.

d} Under no circumstances shall o University staff or other persen be allowed
to receive cash from any student, ~anfractor, creditor, agent, or other
persan on behalf of the University.

e] Every person or studentwho is required fo pay any money 1o the Universdy
shall bank the monay using the prescribed official electronic revenue
collection system.

fi  Students shall not be allowed to sit any examination|s) without complefing

all fhe University fees,

gl University students and/or thelr leaders are prohibited from geffinginvolved
in any revenue collection process on behalf of the University,

h} There shal be Students' Guild fees and Sports fees which shall be set and
reviewed by the University Council from time to time. The Students Guild
and Students Sports fees shall be specifically for funding Students Guild
activities and Students Sports activities respectively and shall be collected
and accounted for in the same manner as oll other fees and revenues of
the University.

5.8 Assessment of financial lows and commitment

Redlisfic assessment of the financial inflows and commitments shall be carefully
employed to project the net cash flows frearr the short fo the medium term fo prevent
any possitie shorfage of funds that results info operafional inefficiencies.

59 Prepaymenis

All prepayments shall be classified under receivables. All expired portions of the amount
pre-paid shall be expensed by passing a Journal Veucher to the approprate accounts.
The unexpired portion sholl be comed o the statement of Financial Position and

classified under receivables.

6.0 Cash flow statement
The fallowing defintions shall opply in the preparation of the statement of cash fAows
of the University in their annual inancial reports:

a. Cash ond cosh eguivolents means the cash on hond, cash ot bank, demand

depcsits and cath equivalents where cash eguivalents are defined gs short term,
highty iquid investrnents, with maturties of less than three months from the date of
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purchose, that are readily co Avariible ta known amaounts of cash and which are not
subject fo a sigrificant risk of change in value,

Operating activifies shall include all transactions and other events that are not
investing or financing activiies. They shal incluas but not limited fo the following:

]

I
i,

Cash receipts from levies and fines;
Cash receipls from charges for goods and services pravided by the entify:

i, Cexhy receipts from gronis or transfers and other appropriations maode by

iv.

Wi,

Wil

Wil

i

X,

central government or other public sector entifies:

Cash recelpls from fees, commissions and other revenues,

Cash payments to other entities 1o finance their operations;

Cash poyments to suppiiers for goods and senvices;

Cash payments to and on behaolf of employees;

i. Cash receipts from and payments to an insurance enfify for premiums and

claims, annuities and other policy benefits;
Cosh payments of locol property faxes or income faxes, where
appropiate, In relafion to operating activities:

Cosh receipts and paymenis from controcts.

Investing activitizs shall consist of those activities relating ta the ccquisition,

holding, and disposal of fixed assets and Invesiments. Irvestments shall include

sacurities nat faling within the definition of cash,

i Cesh payments to acquire property, plant and equipment, intangibles
and ofher long-term ossets, These payments include those relating to
capitclized development costs and self-consiructed property, plant and
aquipment;

i, Cash receipts from sales of property, plant and eqguipment, intangibles

and ofher long-term gssets;
i, Cosh advances and leans mode te parties other than advances and loans

made by public financial insfitutions, where applicable:
W, Cosh receipss from the repayment of advances and loans made to parfies
ofher than odvances and loans of o public financial institution where

applicable;

Financing octivitizs shall consist of those activilies that result in changes e the
size and composition of the University's copital structure. This inchudes both
aquity and debt not falling within fhe definition of cash. Exarmples shall include

but not limited to the following.

0 Cash proceeds fremissuing shareas, debenturas, loans.nofeas,
bonds, mortgages and other short or lang-term bemowings; and
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i) Cuash repayments of amounts bomowed.
Due to the nature and mandate of the University, financing activities would rarely be
used or applied in the operations of the organization, Should there be a change by
management at any point in fime; the University Council shal nofify the minisiry
rasporsible for finance for the necessary treatment and disclosure.

&) Disclosure Reguirements

To ensure compliance with IPSAS, management shal ensure cash flow stafements
have besn presented as an integral part of the University's financial statements for
the perod. Management shall use the indirect method for the preparafion of cash
flow statement

The cash flow statement shall be clossified under the following headings:
i. Operating octivifies

. Investing activities
li. Firancing activities




CHAPTER &

EXPENDITURE CONTROL MANAGEMENT

"his section sets out the procadures tor all forms of expendiiure by the University for the purpose
of acquirng fixed assets, procuring items of stock. expense on aay to day aperations or engaging
in ¢ confract for the benefit of the University either in tha short or the long term.

41 General Expenditure Confrol Policies and Procedures

The University shall follow, for all forms of expenditure, the fobowling procedures:

al All procuremenis shall follow the procurement policies and procedures in accordance
with ihe FPDA Act 2003|as amended) and the relevant regulations therein.

Bl A Requisiion form or letter shall be raised for all requests for funds for any expenditure
whether capital or revenue,

c| Al Regusition Forms shall be duly requested by o specific relevant official in a user

department, authorzed by the Head of Department through the program accountant fo verify

the existence of expenditure item in the budget ond wark-plan for onward approval By fhe

University Bursar and authorization by the Accounding Officer

d} When the expenditure fem does not meet the requirements in the charge Accounts, the

requisition is bounced back to the user department fo make appropriate correction.

a] A Payment Voucher shal be raised for all approved Requisiion Forms referred to under
part [c} above.

f| The Payment Voucher shall be duly checked by the Accountants, authorized by the
University Bursar and approved by the Accounting Officer after exomining all the
attachments and cssuring themselves of their relevance, quality, validity, accuracy,
completeness, and whether the activifies in question have been budgeted for and funds

are availaoke.

g) Al payment vouchers shall possess ne following gualifies:
i, Dascription of the transaction;
i, aAmountof the voucher;
fil. Name of Poyes;
v, Appropriote Account Code:
v, Appropriale Program/Project Mumber;
vi. Appropriate Development Pariner code; and
vi. The Payment Voucher date and signafure

h} The University shall stamp on each pald inveice with the word "PAID" upen paymen.
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4.3

Paymenti by Letier of Transfer,

The Univerity shall allow payments by Lefters of Transter (LOT). In such cases, the following
mrocedures shall be complied with:

6.4

6.5

al All LOT Payments shall comgly with all the confrol procedures autlined in this

hAonueal,
b| The Accounting Cfficershall prepare the letter and adaress it to the respective bank

Manager clearly indicating the folowing details:

i Banaficiary Account Name

i  Beneficiary Account Mumber

iy Swift Code

v] Conespondent Bank Details

vl  The Amaount to be fransfered, both in figures and words.

¢} The awherized signatories to the bank account shall sign the letier of transfer,

d) The lettershal be in duplicate,

e} The orginal lefter fogether with the duplicate shall be sent 1o the Bank. The original
latter shall be left with the bank. The duplicate shall be endoned, dated and
stamped by the bank and refumed fo the University to be ottached to the

pornent voucner,

Cash Payments

a) Cash payments shall not be ollowed except for special clicumstonces s
authorzed by the Accounfing Officer in consultation with the Accountant

General,
b Where any payment is required fo be made in cash for special situatiens, he
payment will be by imprest to aresporsible officer and within the fimits advised by

the Accountant General;
o) All Paymenis in cash shall comply with all the contral procedures outlined above.

d) The University shall adopt ofl financial manageme nt systems and polices initioted
by government.

Expenditure Approval

The Accounting Officershall be responsible for authorzing all financial commitmeants mode
by 1he Uriversty in ine with Secfion 45 of the Fublic Finance pManagement Act, 2013,
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CHAPTER 7

PROPERTY, PLANT AND EQUIPMENT

7.1  General Policy Guidelines

a) This secilon sets out procedures that seak to ensure that Fixed Assets of the
University are aocquired, recorded, utilized or disposed off within appropriate
levels of authorzation and approval. The main focus shall be fo safeguord and
account for assals.

b} Fixed Assets shall include movable and immovoble asseis.

c] The University shall ensure thot ol its fixed ossets are stated at acquisifion

cait less accumulated depreciation and accumulated impairment losses.

7.2  Acquisition

The University shall procure any lixed asset provided that the University:

a) Complies with the Procurement Policy as provided for under the PPDA Act
2003 (a3 amended) and the gulcelines therefrom.

b} Complies with section 4.1 of this manual.

c) The procurement talls within the ambit of the University's eligible expenditure.

d] Provided for it in the Annual Budget ond procurement plan.

e] Hasa budget for the funds for fhe purpose.

fl Accounting Officer has approved fhe fransaciion.

7.3 Assets management

[@) The University shall register all acquired fixea assets In the name of the

University.

[B) The University shall insure all vehicles and inspect for roadworthiness.

[¢) Insurance and roadworthy cerfificates sholl be obtained and securely kept
by the Accounting Officer.

[d) The Univesity shall engrave ond assign ofl fixed assefs with special
identification numbers clearly labaled “Mountains of the Moen University”,

[g} The engraving system, including engroving numbers, shall be approved

by the Accounting Officer

7.4 Recording
o) All fixed mssets acauired by the University shall be propedy recorded in the Ledger
Accounts with the approved valid vouchers duly altached.

b} Allimpored goods shall be oddressed in the names of the University.
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¢} A Fixed Assets Register shall be maintained to keep frack of all properfies or assels

owned by the University,
d) The register shall have columns for the following:

k
ii.

i,
iv.
W,
Wi
wil.
viil.
i
.

.
Xl

@] Assets

Date of acquisifion:

Name of the Asset,

Accounting Code of the Asset;
identification number of the asset,
insurance certificate number of the Asset;
Cost of the Asset;

Depraciation rate;
Accumulated depreciafion;
Depreciation charge for the year;
Disposal costs for the year;

Book value of the asset; and
Description or remarks column.

shall be grouped Into their variows categories or classas in the Register

7.4  Cuslody
The University shall:

aj
b}
c)
dj
&)

fl

al

Malntain and keep all of its assets in good physical condifion at all fimes.
keep all of its assets af secure physical locations;

Distincfively identify all of its assets;

Use s Asseis only for the benefit of the University,

As much as possibla. make the assefs avallable at all times for inspection by
outhorized persons;

Conduct physical osset counts on on annudl besls and all fhe
bredkages/damages shall be reported on; and

Thera shall be g system for fracking and reperting on damages and breakoges

of csseds.

7.5 Disposal
The University shall nat dispose of any fixed assets unless they have been authorized

by the Accounting Cfficer and they have:

g} Become scrap.
b) Become too costly to maintain.

c) Become obsclete,
d} Fully depreciated in accordance with the govermment policy.

a) They are dsposed of in occordonce with the PPDA AC 200308

armended) and resultant regulations.
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7.6 Reporting |
The University shall ensure that the presentafion of fixed assats in the finoncial siatement
and its notes are in conformity with the Intemational Public Sector Accounting Standards

[IP53AS]:

a) The financlal statements shall disclose, for each class of property, plant and equiprment
recognized in the financial staterments:

I The measurement bases used for determining the gross camying amount. When
more than one basis has been used, the gross camying amount for that basis in
edch category shall be disclosad;

i. Thedepreciation methods and the useful lives or the cepreciation rates usea

. The gross canrying amount and the accumulatad depreciatfion and

aggregated imparment losses at the beginning and end of the perod; ond
. A reconcliafion of the comrying amount at the beginning and end of the period
showing additions and disposols,

1.7 legse

A lease s o confract between a lessor and the lessee that grants the lessee the rights to

use property that belongs to or is managed by the lessar,
The University Council shall recommend or approve any lease confract agreement base

of the financial advice of the University Bursar,

The accounting treatment of lease contract will depend on the fype of lese agreement

enterad Info. : :
Appropriale accounting freatment shall be moade during the lecse penod to reflect the

proceeds from the lease and therelfone reflected in tha Fnancial Statement of the lessor.

35




CHAPTER B

FROCUREMENT AND INVENTORY MANAGEMENT

nopter 8 provides for the procurement and imventory monagement systems, processss,
orocedures and guidelines for compliance by all University stokeholders.

27  Procurement Policy Guidelines
(@) No item shall be procured for the University unless;

i} 1t has the approval of the Accounfing Officer,
i) It has been provided for in the approved annual budget and Procurement Plan.
iii) Funds are avaliable for it ot the time of the procurement,
] It is done with the highest professienal, ethical, moral and legal standards within
the spint of the prudent penon principle.

vi ltreflects fairness in the spending of the University resources.

[b) These procedures shall be reviewed fram fime to fime 1o fake into consideration the
changing mede of operations in the Universily and the macro economy as a whole.

£I Procurement Requisition Form
a) A Procurement Requisition Form 5 shall be initiated by the user department.
b} The reguest shall be recommended by the Head of Department, verified by the
University Bursar and approved by Accounfing Officer.
c} The procurement requisition shall be prepared in ane copy.
d} Procurement Form 5 will be rased immediately after the gpproval budget in fine
with the opproved procurement plan.

LE. ]
i

Contracts Committee

a. There shall be a Confrocts Committes constituted in accordance with the PPDA

ACT 2003 [as omended).
b. Ihe functions of Contracts Committee shall be as stipulated in section 28 of the
FRPDA Act 2003 [as amended) and the regulations therefrom.

4 Furchase Oider
4 Purchase Order shall be prepared in three copies by the Pracurement and Disposal Unit,
sndorsed by the user department, recommended by the University Bursor and

approvved by the Accounting Dfficer. -\l\h

'»,\ —
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The three copies of the Purchose Order in 8.4 (o) above shall be signed and stamped

received” by the supplier/service provider and distibuied as follows: -

LLE]
AF=

The arigingl copy shall be given to the Supplier for his/her records.

. The second copy |duplicate) shall be sent 1o the finance department for documentation.

il. The third copy (tiplicate] shall be refumed to the Frocurermant and Disposal Unit and filed

with o copy of the purchase reguisition farm.

Stores and Inventory Managemeni PFrocedures

The goods shall be inspected by the Internal Auditor in the presence of the representative
from the user department for specificofions verification and the Stores Officer ta ensure they
maich with the order before they are received into stock with a Soods Received Note.

The Stores Officer shall enter the guanfity and value of goods and assets received info the
stores Ledger and the Fixed Assets Reglster respectively.

Bin Cards shall be maintained to record all recelpts and issue of goods.

All users shall roise a Stores Requisition Form and hand it over ta the University Bursar who shol

authorize the reguisitions.
The Steres Officer shall issue the goods to fhe recipient who shall sign the stores issue form os

an acknowledgement of receipt of the goods.

The Stares Officer shall then record info the ledger the quantity and value of goods issued.
The stores ledger shall at any time show the dote. recipient. goocdk received., issued and
balance.

Physlcal stock-toking shall be done annudlly by the Internal Auditor.

Actund stock count shall be compared and reconciled with the store ledger records

Al discrepancies shall be thoroughly investigoted and corrective action is prompfly taken,
In any Instance, the occounting records shall always bear the correct amounts supporied
oy physical existence.

Goods Received Note
The goods fogether with the supplier's Invoice and Delivery Note shall be received af the
premises of the Universily,

After specifications verficafion by an Infemal Auditer and the user depariment
representative, o Goods Received Mote shall be issved, It shall be signed by the infernai
Auditar and 4 representafive from the user depariment.

It i ot this stoge that the procesing of payment commences after the completensss
of documentation.
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8.7 Payment for Goods and Services
a) The Accountant shal raise a Payment Voucher based on the terms of payment.

b The payment voucher shall be recommended by Cost Centre Manager, verified University
Bursar and approved by the Ac counting Officer,

8.8 Confrols over Acquired Assets

al The overall responsibility of control of assels is vested with the Accountfing Officer. The
The Accounting Officer shall ensure maintenance of the Fixed Assets Register.

3] The Accounting Officer shall keep in safe custody all relevan! documents of Fiked Assets,

ol The use of Universify vehicles and other assets shall be properly recorded ond approved
before use in occordance with the University Fleet Management Policy.

) Assels shall be well maintained at all fimes.

2] The Facully Deans and the Academic/administrative heads of depoartments shall be held
responsible for supervision of the safety. securty, maintencnce and accountability of all
assets under their custody.

i Similarly, any University staffwho s in chorge or custedy of any university assets shall be required
' take eare for the safety, security. maintenance and accountability of those assels
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CHAPTER ¥

PAYROLL MANAGEMENT

2ayroll management will be rmanaged in ling with the Human Capital Management Systern
[HCM)
S has automated all Human Resource Management functions in Government and business

sroceses end te end. The Human Resource Management business processes wers re-
angineered prior to customization on the HCM fo avoid cutemalion of redundant procass steps.

he Human Resource Marnagement medules and functionalifies that have been automated
nelude the following:

| Establishmeant Management Control
. Human Resource Flanning
il. Recruitment
iv. Poyroll and Deducfions
v. Performance Management
vl. Leove & Absence Managament
vil, Disciplinary Procedure
vil, Griesvance Handling
ix, Training and Developrnant
% Talent Monagement & Succession Planning
xi. Retrement & Pension Management
wii.  Time and attendance
¥ii, Employee Information Manager (Master Data)
sv. Employee Life Cycle
. SelfService and Mobie opplicafion
wi. Reports ond dash Boards

‘he modules underlying HCM are integroled among themselves to faciitate intemal
~ammunication and sharing of information intemally but also to facilitate ignificn of a required
subeequent Human Resource action after camplefing a business process cycle. For exarmpHe, if
~ Publie Officer has suecessfully completed the probafionary period and the Responsible Officer
andorses the recommendation for confirmation, the system wil automatically figger the process

of =onfirmaotion fo commence,
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integration with Other ICT Systems

HeM has been integrated with other ICT systems 1o fFaciitate seamless information sharing
amang Gavernment Minisfries., Departments, Agencies and Local Govemn ment, The Systems that
integrate with HCM include:

Note: Integration with PBS wil be finalized when its upgrode to align fo the 39 Naticnal
Development Flan requirements hos been completed,

Key Spotlight Reforms

» Auto-generation and update of Supplier Numbers;
« Hectanic approval of Structures and Establishment for Ministries, Departments and Local

Gevermnment for instant application and implantation of approved struciures;
I;Jfﬂi'f" Integrating with HCM [}rﬁnrmniEg_Eichunged and Purpose
Poyroll payment invoices transfer; Tax idenfification Number |

Integrated Frnancial | vafidafion: Supplier Mumber generalion and updote;
Management Systern | employee bank cccounts cetails transfer; funds bolances
[IFME) confirmation. chorge items update; and salary, pension and

gratulty payment recenciliation.
Programme "~ Budgeting | Estoblishment data sharing, Annual Work plan impor, wage|
Systern [PBS} budget transfer and charge lfems updates in the long run.
) verfication of Public Officers, Pensioners ond Beneficiaries as
wel os confrol for non-verfied persons from accessing
employment in the Public Service

Meificmal |denfificotion
Systerm (NID]

Payroll and Deductions

Non- 1 fi t du
Management System an-statuion deduciions data exchange on singe deduction

[PDMS) CRin
! ; sending email and SMS nofifications 1o Public Officers o
Ernail and Short Messaging ; :
Service Gat reminders Tor oction and/for communication of important
: . service events in his/her ~.-.-j1_:_:rk: life cycle
HCM Service | Forlogging lssues, reperting incidents and complainis as well o

Management Help Desk providing feedback and resolution status

w Automalic transifian from employee payrod to the pension payroll for prompt payment
of pension and gratuity upon refirement;

« Decenfralized calculation and sending of payroll Invoices to IFMS for full ownershio of
payrell management:

«  HNational/alien Identification verfficafion;

»  Human Resource analyfics and dashboards for indicafive trends in HR processes and
real-iime aoccess to on-going events and actions;

« Self Service and Mobile Application for access to the system with convenience

s Provision of customized reports;

40 i




« Single sign-on for access to ol modules and funchionalifles except for calculation and

approval of poyrol;
« Auto-gssignment of tasks while out of office; and .
« Universal system wsoge of HCM by all Public Officers fo perform actions in complionce

with HR Peliey requirements and occess of their persanal defails os Govemment
amployees.

7.1  Preparafion of Payroll

The Director Human Rescurce shall prepare a Poyroll betore the & day of every month
using @ payrall that has been authorzed by the Ministry of Public Service [MOPS] and
approved by the Accounting Officer.
o) Payroll Deductions and remittances

i. Pay As You Earn [PAYE] shall be deducted from staff salaries, where applicable, and

shddl be poid 1o Tax awthority not later than 15" of the subseguent month in line with
the prevailing toax rates.

For ol applicable Ugandan employees, 5% and 10% of their basic salary shall be
deducted ot conibutions from the employvee and the emplover respectively and

paid 1o the Social Securty Fund [N35F) befaore the 15" of the Subsequent month.
il.  Wherae a slaff hos taken o salary advance, there shofl be appropriate deductions to

that effect befora payment of his/her salary,

L2

E T

=) The payroll shall have columns for the following:

fupplier Mumiber

Staff Mame

Staff TIN Number

iv, Staff monthly gross salary

v, Stoff 5% N3SF Contribufion, where cpplcable

vii Staff 10% Employer's N3SF Contribution, where

]

applicable
Wik Staft monthly PAYE fax
viil.  Local service lax

i,  Staff net salary
«. The payroll shall be reviewed by the Head of
Human Resources and approved by

the Accounting Officer.

2.2 Payment of Solarles, wages and allowances

a) Staff salaries shall be pald by the 281N day of every month,
b} Payment of salaries shal be dona by direct bank tronsfers on the basis of the delalls

submitted by membears of staff to the Head of Humon Eesources.
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c| Part-fime teaching employees’ payments shall be moade after teaching the assigned
modules, upon confirmation by the relevant Acodemic Head of department/Faculty
Dean and afer clearonce by the Acodemic Registrar.

d) Volunteers, intems and temporary staff may be pald as shall be approved by the
University Management Committee and quihorized by the Accounting Officer, provided

that funds shall hove been budgeted for that purpase.
e} The Director Human Resources shall prepare menthly pay sips for all staff.

9.3 Funding of the Payroll

The Government of Uganda fully funds the University Payroll, Based on the number of stoff
employed by the University, the total fund required shall be determined from year to year
Any projacted staff recruitment shall be submitted 1o the Govemmeni to enable a review of
staff funding levelks.

9.4 Stoff Salary Loans

The University shall have a memorandum of understanding with various banks where stalf of the
University can obtain salary loans. The Director of Human Resowces shal analyze fhe staff
oayroll occounts, case by case fo advise the occounting officer on the eligibility of the staff for

the solary loans.

o) The respensibiity of the University Administration in respect to stoff loans is threefold:
i To cerlify that the staff member concerned is a duly employed staff of fhe University.
i Te emure that the stoff member applies for a sclary loan from the bank where
his/her salary is currenty paid.
iil. To ensure that the staff member doss not change his/her bank account for the perod
the solary loan is being serviced.

i) The University shal not guarantee any salary loars for any staff and shall not be held
responsible for any loan default by the sioff member whatiogver.

) The University, however, pledges fo nofify the relevant banks of any vacation of
smployment with the university any staff with loans to enable those bonk 1o loke

appropriate aclion
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CHAPTER 10

CHART OF ACCOUNTS AND OPERATING SOFTWARE

chapter 10 provides for systerns, Lrocesses and procedures, and guideines far the management
of a chart of accounts and the relevant accounting software.

10.1 Chaort of Accounts
a) The University shall maintain consistency of its financial reporting structure by utiizing o
professionally developed chart of accounts stucturedin conformity with the [FMS.
b In the event that new account codes are reguired fo be added to enhance financial
reporting or meet specific donor requests, Accounting Officer shall nofify the
Accountant Ganeral for approval of the additions/modifications.

c] The University shall usz the chart of Accounts [COA) approved or ssued by the
Accountant General [AG)

10,2 Dola security and Backups
regular backups of the system wil be handled by Ministry of Finance Planning and Economic
nevelopment to ensure maximum security of tha software and information contained therain,

10.3 Objectives of the accounting system

'ha objectives of the accounting systermn shall be fo:
a) Record the assets, liabilities, income and expenditure of the Universily.
b} Provide information o management to assist them in running the institufion's activiies on a
day to day basis and assist in fhe preparation of fironcial reports,
o] Assist the Universify Bursarin managing implementation of approved interventions within the
cpproved appropriations under their control.
d) Provide  objective yardsticks for parformance evaluation of

faculties /departments and employee:
e) Enable manageman: i identify reasons for odverse vanance to faciitate remedicl measures

10.4 Baslc recording and books of accounts

a] Each individual fransaction shall be processed in a double entry accounting system
through one of the fellowing romputerzed modules:

)t Accounts payable module
il Cash Monogement module
W) General ledger module
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lv) Fixed osset module
v}  Accounts receivable module
vil  Purchasing Module
vil)  Budgeting Module

b) The general ledger will be the principal book of account of the University, It is where
all trarsactions shall be recorded either in detall or in summary totals,

c) The general ledger shal contain accounts which show the fotals of transactions that
are recorded in detal in the subsidiary ledgers.

d} Al postings te the general ledger shall be made from joumnal vouchers. These shcdl
eithar be standard joumal vouchers, for items which occwr regularly by month; of nor-
standard joumal vouchers for items thot are exceptional or of infrequent occurence.

&) Posiings may dlso be camled out from fotals derived from the computerized cash book
module, accounts povable module and fixed asset register module.

10.5 Integrated Financial Management System (IFMS)

The Integrated Financial Management System [IFMS) s an accounting system that tracks
financial event and summarizes financial information. It is an accounting system
confiqured to operate according fo the needs and specificalions of the environmeant in

wehich it Is instolled.

The IFMS uses information and communications fechnology in financial operations fo
support management, budget decisions, fiduciary responsibilities and preparation of
financial reports and staterments,  IFMS refers 1o the computerzalion of Public Financial
Marnagernent [PFM) processes from budget preparation and execution to accounting

and reparting.

4 comprehensive well-integrated system will:

ij Provide fimely, accurate, and =onsistent data for management and budget

decision- making:

i) Support government-wide os well as agency-level policy decisions;

iit} Infegrate budget and budget execulion data, alowing greater financial confrol
and reducing oppartunifies for discretion in the use of public funde:

iv] Provide information for budget planning, analysis and govemment-wide raporting

v] Faciitate financicl statement preparafion; and

vi] Provide a complete audit frail to faciitate qudits

e —————
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10.7 Implementations of IFMS

Notwithstanding the provisions of this Manual, the University shall implernent IFMS and ary
ofher financial management systems in accordance with the policy of govemment

e
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CHAPTER 11:

FINANCIAL REPORTING

Chapter 11 provides for the systems, processes, crocedures and gulding principles for
managing financial reporfing.

111 Fair Presentation and Compliance with International Public Sector Accounting
standards (IP5ASs)

Te comply with the provisions, the University would ensure thot

d) The financial staterments present faily the financial position, financhal performance and
cash flows of the entity;

] The financiol statements comply with all the requirements of each applicable IPSAS

c) Where the finoncid stalement complies with other Slandards such as Intemational
Financiad Reporting Standards (IFRS) in siluations where there are no specific IPSAS,
management shall disclose this fact,

diin the exlremely rare clrcumstances In which manage ment concludes that
complance with a requirement of an IP5AS would be so misleading that it would conflict
with the objective of financial statements set out in IPSAS 1. Presentation of Ananciol
Stotements, and where the relevant regulatory framework requires, or otherwise does
not prohibit such a departure the University shall ensure the folowing have been

disclosed: -

i That the financial statements faily present the University's financial position,
financial perfformance and cash flows:

ii. That the Universty hos complied with applicable IPSASs except that it has
departed from a parficular requirement in order o achieve a fair presentafion.

11.2 Qualitative Charocteristics of Financial Statements
Thate are the affibutes that make the information provided in fne financial statements
usetul to users. The principal qualitative characteristics shall be: -

a) Objectivity - The financial accounting systern sholl be based on actual, verifioble
avents and should be reported in an unbiosed manner.

b) Relevance - financial accounting statements shall pravide ralavent informotion, which i
responsive to the stakeholders’ information needs,
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¢} Refiability — In order for financial accounting stataments to be relicble, some assurance
must exist that the siaterments doin foct represent what they purport (o reprasent

d) Comparability - The conduct of comparative analyses between accounfing perods
constitutes one of the major charactenstics assumed for the stakeholders of financial
accounting. Comparability calk for fike events fo be reported in the some manner, When
a change is mode, ifs noture, effect and justfication must be explained

o) Entity concept - Financial accounting statements and records pertain fo specifically
defined business entities, The enfity concept directs that the occounting records reflect
anly the activities of the business.

I Unit of measuremant = Tha commaon denominator i monay, The reparfing cumency &
the Uganda shillings.

g) Materiglity — The concept states that any amount or fransacfion that hos a significant
effect on the financial statements should be recorded and reported comeethy.

h) Accounting peried - The financiol acceunting process prevides information about the
economic aclivities of the University for the specified fime perods.

11.3 Notes and Supplementary Schedules

Q| The financigl statements shall confain notes, supplementary schedules, and other
information fo make thern meaningful to the end-users.
o) They shall contain information that is relevant fo the needs of users about the material risks

and uncertainties offecting the institufion and any cbbgafions not recognized in fhe
statement of financial posifion, including confingent liabilities. 1

11.4 True and Falr View

i. The financial statements of the Univesity shall give a true and tair view of he state of
offairs, the financial perffarmance, financial position and cash flows for each financial

pariod.

i, The University Bursar shall be responsible for ensuring that the finrancial statements are
orepared in this manner. The University shall opply the accounfing assumpfions and
concepts described in this section on the appropriote IPSAS, which would then resultin
a true and fair view of the financial statements preparad.

i, Any material nen-compliance, including any deviations from an IP3AS, ond the effect of
any such non-compliance shall be disclosed in the financlal stafements os notes.

47



11.5 Communicalion of Standard Accounfing Guidelines

The University Bursar, in consulfafion with Deans of Faculties, Academic/Adminisirative
Heads of Departments ond Affillated Institutions shall issue standaro accounting
guidelines from fime o fime in order fo classify and standardize accounting policies and
procedures which are specific to the University operations.

11.64 Common Information in Finoncial Stalements

The University Bursar shall be responsible for the preparation of the annual financial
statements. This shall be reviewed by the Accaunting Officer and approved by the
Accountant General,

A complete set of financial statements according 1o IPSAS 1 shall comprise of:

i A stalement of financial position:

i, A stotement of financial performance;

. A statement of changes in net assetsfequity:

v. A cash flow statement:

v, A statement of comparison of budget and actual amounts elther os o seporata
additiona financial statement or as a budget column in the financial statements:

vi, MNoles, comprsing a summary of significant occounting pelicies ond other
explonatory notas; and

vii, Format Used: The formats for the preparation of the statements of financial
performance, statements of financlal position, cash flow and noles shall be as sef oul
in the financial reporing guidelines issued by the Accountant Generdl from fime fo

time.

11.7 Monthly and Annual Reporting Procedures

1| mMonthly Procedures and Time Table

"he folowing procedures shall be followed in the preparafion of monthly reports: -
. The University Bursar will use fools aimed at ensuring that monthly reports are ready for

| presantation to Fnonce Maonagement Commitiee not later than 10" of every month

following the end of the relevant month.
i. For each menth a complete set of management information reports, which include

the following fisted below, shall be reguired by the 10" of the following manth: -

a} manthly manogement accounts;
b} budgetary varances;
| c] project reports; and
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11.8

d] MNotes and suppoding schedules.

il As far as the financial statements are concemed it is a standard requiremeant that these

shall be complated by the 15" day after the end of each Quarter.

iv. The Univesity Bursar may circulate other guidance notfes fo Foculties and heads of

Arademic/ Administrative Departments as they become necessary for the preparation of
the monthly accounts and reports

b) End of Year Reporting

i. Prior to the end of the financial year, the Unlversity Bursar shall prepare for submission of

accounting retums and other financlal statements as per the Public Finance Management
Fegulation, 2014,

The annual accounts shall be completed by 31351 August following the end of the financial
WEOT,

Cnce the trial balance has been extracted cormactly, the Univenity Bursar shall prepare
the stafulory occounts in aoccordance with Infemational Public Sector Accounling
Standards. He/she shall ensure that the statutory accounts ore completed ond ars ready
For audit by the Office of the Auditer General as provided for in secfion

15 of the Nafional Audit Act, 2008. :
After the audit report, the University shall keep ol documents pertaining to oll oudited

accounts for of least 7 years, after consultation with the Office of the Auditor General,

Financial Control
The Unlversity shall mointain fhe highest levels of financial control. In order to ensure the
high levels of financial contral, the finance depariment will conduct a selff-review through

the use of the following:

a) Internal control questionnaire

The University Bursar or his designate wil ensure the finance requlations, policies and
procedurss detailed in this manual are operafing effactively by performing self-audits
twice a year os follows:

i, An intermal confrel guestionnaire shall be developed fo provide a ool for sell-
auditing of the contrel and operating procedures defined In this manual;
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i The intemal contral questionnaire is & toal to ensure the institution or aperation is in
compiance with pravisions in the manual, Ths helps to determine the fraining needs

of employees:

iil. The Unhversity Bursor shall summarize the key outcomes from the checkist and

follow up the actions necessary to ensure compliance.
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HEDULES

5T SCHEDULE: TOP UNIVERSITY MANAGEMENT
= following sholl be the members of the University Management Committes,

| Vice Chancellor
! Deputy Vice Chancelior, Academic Affais
\ Deputy Vice Chancellar, Finance and Administration.
| University Secretary
| Academic Reglstrar
| University Bursar
g} Dean of Students
1] University Library
1] Middle Managers

OND SCHEDULE: UNIVERSITY FEES AND CHARGES
list and rates of fuifion fees. functional fess, fieldwork/industrial training fees and charges as
proved by Councl.

ow are subject o revision from fime to time by the University Council.

TUITION FEES
o tuifion fee rates shall ba set and/or reviewad in accordance with programs and levels of study

m fime o fime.

FUNCTIONAL FEES

smputer Laboratory Fees Contrioution to NCHE Development Fund Examinafion Fee Students

iid Fees Games Union Fees [dentity Card Liprary Fees sadical Fees Research Fees Training
.aterials [Engineering only] $kils Laboratory Fee [For ENS, MBChB) Students' Manual Transport fee
-+ BNS, BEH, MBCHE), University Gown, Graduation fee and Confribufion fo UNSA

- FIELD WORK/INDUSTRIAL TRAINING FEES Fleld attachment
nool practice
t=rnship

OPTIONAL FEES
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E: CONSEGUENTIAL/CIRCUMSTANTIAL CHARGES

Late Regisiration Retake/missed Examinafion Speciol Examinafion Feeas
Lost cerlificate/Trarscript replacemant

Lost identity card replacernent

Lost Library Card Replacement

Cerlffication of Academic Papers

THIRD SCHEDULE

FEES PAYMENT SCHEDULES, DEADLINES AND SURCHARGES.
The following schedules and deadlines shall be abided by oll students in due course of paying
University fees to avoid surcharges;

All the students shal be expected fo have paid full fees by the beginning of each semesier or of
lecwst 40% of the total bill to be eligible for registration.

That failure to comply with the above fee payment deadliine shal outomatically atiract o
surcharge of 50,00C=,

3 Al students shall be expected to hove paid 100% of the Fees for The beginning of the end-

of scamester axaminations in order to be cleared for sitfing examinations.

3. Mo student shall be allowed to sit an examinafion without full payment of fees.

o
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