
FINANCIAL 
MANUAL





Financial  Manual 3

Table of Contents

1. CHAPTER ONE: Introduction 7
1.1. Background 7

1.2. General Framework and Objectives 7

1.3. Reference 8

1.4. Definitions 9

1.5. Responsibilities 13

1.5.1. Board of Directors 13

1.5.2. Chairperson of the Board of Directors 13

1.5.3. General Director 13

1.5.4. Head of Technical Support Unit 13

1.5.5. Accountant 15

1.5.6. Administrative Assistant 15

1.5.7. Internal Controller (or Designee) 15

1.6. Accounting policies 16

1.6.1. General Policies 16

1.6.2. Accounting Basis 16

1.6.3. Accounting Documents 16

1.6.4. Accounting Entries 18

1.6.5. Chart of Accounts 18

1.6.6. In-kind Grants 18

1.6.7. Foreign Currency 18

2. CHAPTER TWO: Annual Budget 19
2.1. Financial Policies and Procedures 19

2.2. Budget 19

2.2.1. Budget Preparation 19

2.2.2. Transaction Input Control 20

2.2.3. Budget Transfers 20

2.2.4. Budget Reports 21

2.2.5. Budget Difference 21

2.2.6. Budget Closing 21

3. CHAPTER THREE: Financial Policies 23
3.1. Financial Policies 23

3.2. Grant File Management 24

3.3. Keeping Track of Grant Budget 24

3.4. Periodic Reports on Grant 24

3.5. In-kind Grants 25

4. CHAPTER FOUR: Cash and Banks 27
4.1 Petty Cash Advances 27



REFORM4

4.1.1 Financial Policies 27

4.1.2. Procedures 28

4.2. Activities Advances 29

4.2.1. Financial Policies and Procedures 29

4.3. Cash Receipts 30

4.3.1. Financial Policies and Procedures 30

4.4. Cash at Banks 31

4.4.1. Financial Policies and Procedures 31

5. CHAPTER FIVE: Fixed Assets 35
5.1. Fixed Assets 35

5.2. Capitalization of Fixed Assets 36

5.3. Control over Fixed Assets 36

5.4. Recording the Fixed Assets in the Accounting System 36

5.5. Regulating the Use of Assets 38

5.6. Disposal of Fixed Assets 38

5.7. Depreciation of Fixed Assets 39

6. CHAPTER SIX: Procurement and Expenses 41
6.1. General Framework 41

6.2. General Provisions 41

6.3. Objectives of Procurement Operations 42

6.4. Procedural Manual Objectives 42

6.5. Responsibilities and Competence 43

6.6. Procurement and Expenditure Policies 44

6.7. Procurement Methods and Authorities (for Goods and Services) 45

6.7.1. Procurement Methods 45

6.7.2. Procurement and Expenditure Authorities 45

6.7.3. Stages of Procurement  Process 45

6.7.3.1. Direct Purchase 45

6.7.3.2. Purchase through RFQ in a Sealed Envelope 45

6.7.4. Negotiation on Procurement  Processes 46

6.7.5. Procurement Methods Policies 47

6.8. Reception and Examination  48

6.9. Payment and Registration 48

6.10. Exclusive or Sole Supplier 50

6.11. Transportation and Use of Vehicles 50

7. CHAPTER SEVEN: Salaries and Benefits 51
7.1 Financial Policies 51

7.2 Procedures for Preparing and Paying Salaries 53

7.3 Proof of the basic salary 54

7.4 Staff Personal Advances (Loans) 54

8. CHAPTER EIGHT: Financial Reports and Statements 55
8.1 Financial Policies 55



Financial  Manual 5

8.2. The Required Financial Reports 56

9. CHAPTER NINE: Record Keeping 59
9.1 Financial Policies 59

9.2 Closure of Accounting Records 59

9.3 Data Backup 59

10. CHAPTER TEN: External Audit 61
10.1. Financial Policies 61

10.2. Templates 63

11. CHAPTER ELEVEN: Internal Audit 93
 1. Background 93

1.1 Scope and System of Internal Audit 93

1.1.1. Objectives of Internal Control 93

1.1.2. Scope of Internal Audit at REFORM 94

1.2. Position, Privileges and Responsibilities of Internal Auditor 95

1.2.1. Position of the Internal Auditor at REFORM 95

1.2.2. Role of the Internal Auditor in Computer Based Environment 95

1.2.3. Human Relations and Interpersonal Skills 97

1.2.4. Principles of Auditing 97

2. Basic Stages of Internal Audit Process 2



REFORM6



Financial  Manual 7

CHAPTER ONE:

1. Introduction  
  

1.1. Background 
The Financial Manual has been prepared to keep up with the development of REFORM’s 
work since its establishment. The Manual shall be revised and amended as necessary.

These guidelines comprise financial policies, procedures, and templates that help the 
Association properly manage its accounts in line with the requirements of eternal control 
while meeting the needs of management, donors, and other supervisory bodies.  

The Manual is drafted to be applied in a finance computer-based environment. It is confirmed 
to work efficiently with the computerized accounting programme “Bisan Enterprise” to 
ensure the interest and efficiency of the financial work of the Association as per the Generally 
Accepted Accounting Principles (GAAP) and the International Financial Reporting Standards 
(IFRS). 

Since the Palestinian Association for Empowerment and Local Development—REFORM 
is a gender-sensitive Association, all masculine terms mentioned refer to both genders.

      

1.2. General Framework and Objectives
This Manual includes the financial and accounting guidelines and procedures applied in 
REFORM. It also contains instructions that assist the Association in handling the various 
accounts and different financial resources effectively that achieves its goals and policies. 
The guidelines and policies of this Manual have been drafted based on the statute and in 
compliance with the principles of international accounting and financial standards and the 
governmental laws and regulations concerning the non-profit organisation. 

This Manual has been prepared after collecting necessary data on the nature of REFORM’s 
work and different activities. The success of this Manual necessarily shall depend on the role 
of the staff and their line managers to apply it effectively in the presence of constant control.

The purpose of the Financial Manual is to enforce accounting policies and procedures to 
ensure clear commitment to the application of clear and transparent processes to record 
financial transactions, per the decisions and internal instructions of the Board of Directors, 
according to the powers granted and in compliance with the financial regulations and 
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instructions issued by the Palestinian Ministry of Interior, the Charities Act No. (1) of 2000, 
and the provisions of the Charities Act of 2003. This is to ensure the interests and efficiency 
of the financial work of the Association, as per the Generally Accepted Accounting Principles 
(GAAP) and the International Financial Reporting Standards (IFRS). 

This Manual aims to achieve the following objectives: 

ͳ Manage REFORM’s resources effectively guarantees the achievement of its 
objectives and sustainability, in line with the policy of objective realisation 
with high quality and efficiency.

ͳ Assist the responsible staff with account and finance management and 
relevant staff to manage their businesses, per clear financial procedures and 
policies.

ͳ Provide the Technical Support Unit staff with policies and procedures in all 
financial matters, e.g., procurement policy, expenses, fund management, 
salaries, reimbursements, etc.

ͳ Assist REFORM in making the right decisions based on accurate and reliable 
information.  

1.3. Reference
ͳ This Manual shall be reviewed, revised, and updated regularly by the Technical 

Support Unit to reflect emerging developments according to international 
accounting standards or new government laws and regulations.

ͳ The Board of Directors shall be entitled to the approval of amendments to 
this Manual.

ͳ The Board of Directors shall be entitled to delegate powers of managing the 
financial system and auditing its operations and procedures.

ͳ The Treasurer along with the Internal Audit Committee shall be responsible 
for monitoring the financial performance indicators of REFORM; 

ͳ The General Director shall be directly responsible for the performance of 
the financial regulation. The financial staff shall be responsible for applying 
the financial, operational procedures, per the authorities and duties of each 
financial job.

ͳ This Manual shall be the only reference document to be consulted in all 
procedural matters of financial regulations. Should the policies contained 
therein contradict with the provisions of any other rules in REFORM, such 
conflicting items shall be submitted to the Board of Directors to decide on or 
refer the matter to the General Assembly for decision.    
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1.4. Definitions
The following words and expressions shall have the meanings, hereby assigned to them:

Finance Policies and 
Procedures Manual

REFORM Policies and Procedures Manual as adopted by the 
Board of Directors, compatible with the applicable laws and 
regulations. 

REFORM The Palestinian Association for Empowerment and Local

Development—REFORM

Board of Directors The Board of Directors of REFORM is the structural unit that 
supervises the Association, per the articles of the Association.  

Chairperson/ Chair of the 
Board  

The person elected by the members of the Board of Directors 
shall be responsible for representing them in all matters about 
the Board.  

General Director (GD) The top executive manager at the Association, who the Board 
of Directors appoints to manage all its business.

Staff member Any person appointed under these regulations, whether 
classified or unclassified or under a contract, receives a monthly 
salary, flat rate, or daily wage, including the administrative or 
technical boards members.

Budget: A Budget is a financial plan that programs the Association’s 
expected economic activities for a specified subsequent 
financial period. Financial quantities and values express it. It 
includes an estimate of anticipated revenues and expenses 
during the given period in accordance with ensuring the 
achievement of the objectives of the Association while clarifying 
the means to achieve them. The Budget is prepared under the 
supervision of the Technical Support Unit in coordination with 
other competent units (ad hoc committee) and the Board of 
Directors. It comprises an estimate of all debt collection and 
expenditures by the Association for a whole fiscal year, broken 
down quarterly, demonstrating inflows and outflows. 

Financial Planning and 
Analysis:

The financial analysis process on the ratio of financial activities 
and liquidity is gauged through financial indicators and 
analyzing the Association’s activities.

Computer-Based System:  The computer-based accounting system is used to record 
financial transactions and produce different types of financial 
reports, managed according to privileges and responsibilities 
specified in the manual. 

Revenues: The total inflow of economic benefits during a specified period 
comprises the different revenues from the various economic 
activities run by the Association and grants, donations, and any 
other revenues resulting from the Association’s business.
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Net Assets/ Grants: Net assets are classified based on the donor restriction level, 
i.e., unrestricted, temporarily restricted, or permanently 
restricted net assets, like the following:

 ͳ Unrestricted net assets: Assets for which the Association is 
not subject to restrictions by the donor using them. 

 ͳ Temporarily restricted net assets: Assets earmarked by the 
donor for a specific purpose or specified period.  

 ͳ Permanently restricted net assets: Assets on the use of 
which the donor imposes permanent restrictions.

Fiscal Year: A one-year work period starts on January 1st and ends on 
December 31st of each year. 

Statement of Financial 
Position:

A statement that explains the financial position of the 
Association in a specified period. It includes the assets and 
financial liabilities of the Association. The statement is classified 
according to its nature, e.g., Current and Fixed Assets, Short 
and Long-Term Liabilities, and Net Assets.

Accounting Cycle: A systematic process that explains the mechanisms of the 
accounting system, starting with the collection of information 
and concluding with the trial balance after closing and setting 
the opening entry for the upcoming financial period.

Cash Budget: An estimated cash-based plan defines monthly and yearly cash 
inflows and outflows and cash balance at the beginning and 
end of each month.  

List of Financial Activities: This list aims to conclude the results of the Association/ 
programme activities, i.e., revenue and expenses. Should 
expenditure surpass revenue, the result will be a surplus; 
however, if the expenses exceed revenue, the result will be a 
deficit, which requires the finding of resources to cover. 

    

Accounting Entry The process of recording and documenting financial 
transactions, which directly and tangibly affects the financial 
position. Double-entry accounting consists of two equal parts; 
the debt and credit sides. Each item in the entry is linked to the 
respective activity, project, donor, and programme.  

Payment Voucher The form shows payment data, i.e., payee name, date, amount, 
recipient’s signature, accountant’s signature, internal control 
ratification, CFO and CEO signatures, and the payment reason. 
The voucher shall be official and sequentially numbered and 
produced in three carbon copies; the first shall be enclosed 
with the transaction, the second shall remain with the payee, 
and the third shall be kept in the ledger. 
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Receipt The form that shows the receipt data, i.e., recipient name, 
date, amount, recipient’s signature, accountants or CFO’s 
signature ratified by the signature of the financial controller, 
and the type of received money (cash, check, transfer). It shall 
be produced in three copies; (one for the payer, another one 
for the Technical Support Unit, and the third shall be kept for 
reference in the ledger).  

Ledger A statement or report showing the credit and debit transactions 
along with the transaction date and explanation and specifies 
the balance at a given time for each account in the accounting 
books and records.

Trial Balance A list of all credit and debit accounts and their balances on a 
given date shall be subsequently matched to account revision 
and before closing on the due date. 

Inflows All cash received by the Association from any sources could be 
operational, capital, or financing activities.

Outflows Regardless of the ordering unit, all cash paid by the Association 
could be for operational, capital, or financing activities.  

 Project A virtual entity that expresses independent, self-sustaining 
economic/social activity that has independent and identifiable 
sources of income and specific expenditures earmarked for a 
particular goal that translates the Association’s vision. In terms 
of finance, it is handled as an independent financial unit. 

Funder A person or entity that finances a project or participates in its 
funding.

Expenses All that is disbursed to generate income and realise the 
anticipated goal based on expenditure-desired potential 
revenue assessment.  

Operating (Current) 
Expenses 

Expenses that serve a single financial period, i.e., salaries, 
stationery, phones, etc. 

Capital Expenditures Expenditures that serve the Association for more than one 
financial period, i.e., purchasing fixed assets. 

Salaries Regular and current monthly expenses, which represent 
entitlements of permanent or temporary staff, and shall be 
fed in settlement entries in the event of non-payment. Salaries 
are allocated into the strategic plan per a salary scale adopted 
by the Association’s governance, along with all bonuses, 
incentives, and privileges granted based on the policies and 
regulations applicable at the Association and the Palestinian 
labor law in force.



REFORM12

Assets Assets that have future economic value to the Association. They 
are classified into long-term fixed assets (that serve for more 
than one financial period), projects under implementation, 
long-term and current investments (inventory, receivables, 
accounts receivable, investments and trading securities, and 
cash at banks and funds).

Accounts receivable As a result of financial operations, rights due to the Association 
are collected during the financial period, e.g., staff receivables, 
payments to suppliers, and provision of services to third parties.

Procurement Committee A committee affiliated to the Association and through the 
General Director’s decision unless the procurement is related 
to a service intended to the Board of Directors (e.g., appointing 
an internal or external controller). Then, the decision to form 
the Committee shall be issued by the Board of Directors, and it 
shall be responsible for all matters about procurement. In line 
with the Procurement Manual, the Procurement Committee 
shall be formed for a one-year term and restructured upon 
a recommendation from the committee members, should 
a conflict of interest emerge for one or more members. The 
General Director shall approve the modification. 

Tenders and Bids Committee An associated committee to the Association that the Board of 
Directors appoints. It is responsible for all matters of reacquiring 
decisions concerning tenders and bids.  

Treasurer The Board of Directors and reports appoints the staff member 
to it on all financial matters in the Association. The treasurer is 
responsible for maintaining the assets and compliance with the 
financial policies and guidelines.  

Accrual Basis The policy of promptly recording revenues and expenses when 
earned, regardless of when the money is received or paid. This 
basis achieves the principle of matching revenues and expenses 
for the same period.

Cash Basis The policy of recording revenue and expenses at the time cash 
is received or paid out. 

Adjusted Accrual Basis The policy of recording revenue and expenses at the time of 
payment. At the end of the period, all accruals are recorded for 
the period.

Internal Audit Committee An elected committee by the Board of Directors is entitled to 
review periodic reports and the internal auditor report and 
discuss its observations and recommendations to improve 
work quality. The Committee follows up with the rest of the 
members of the Board of Directors and the General Assembly.

It is also tasked with studying the submissions of the General 
Director and the Budget Committee for any amendment that 
requires the cancelation or downsizing of any activities from 
the budget items due to deviations.
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1.5. Responsibilities
The following descriptions are general descriptions of the critical tasks, given that a job 
description for each job is provided within the work contract and the Association›s structure.

1.5.1. Board of Directors
The Board is responsible for preparing and approving the fiscal policy, conducting audit 
and control process, and adopting annual programming and financial plans (Budgets). 
The Board is also entitled to oversee all financial operations within the Association, 
prepare the final accounts for the ended fiscal year and the draft Budget for the new 
year and submit and endorse annual financial reports.

1.5.2.  Chairperson of the Board of Directors
The Chairperson of the Board shall be entitled to sign all deeds, bonds, and securities 
that will be binding to the Board. The Chair is also authorized to act on behalf of 
the Board through internal operations in line with his/ her authorities. It can approve 
exceptions in some instances concerning procurement, particularly during contingency, 
provided that the General Director shall explain the matter. The Vice-Chairperson shall 
perform the mentioned duties in the absence of the Chairperson. 

1.5.3. General Director 
The General Director represents the top executive management. S/he is entitled to 
delegate authorities, monitor compliance with regulations, endorse expenditure, 
control disbursement policies, supervise revenue collection, and report all fiscal 
matters to the Board of Directors. The General Director shall approve the Fixed Asset 
Schedule and the fixed asset disposal and verify the Budget items› implementation. 
The GD shall monitor procurement procedures, supervise internal audits, follow up on 
funders› financial matters, sign the relevant financial transactions, submit them to the 
Board for approval, and fulfill all tasks and duties assigned to him/her by the Board. 

1.5.4. Head of Technical Support Unit 
Acts under the direct supervision of the General Director to perform the following:

1. Perform and supervise the implementation of financial and accounting procedures 
for all financial and project actions of the Association. 

2. Prepare estimated annual Budgets for programmes and projects proposed for 
funding.

3. Follow up on the management of accounting operations, financial obligations 
(including procurement and requests for quotations), and actual disbursement 
operations, ensuring that such operations are carried out per the applicable 
regulations and approved procedures and Budgets. S/he shall also prepare the 
necessary reports on these matters and submit them to the General Director and 
related parties, including recommendations to confront disbursement issues if 
any. 

4. Prepare periodic plans and reports of the Unit in line with the Association›s 
approved planning and reporting methodology and framework.



REFORM14

5. Take part in developing general policies and plans related to financial and 
administrative (organizational) management. 

6. Review administrative and financial policies, regulations, and procedures 
periodically and provide feedback and suggestions per the results-based 
management approach.

7. Introduce newly adopted/amended financial and administrative policies and 
guidelines to all executives and those in charge of implementation and ensure 
compliance with its provisions, including staff training.

8. Review the financial reports of funded projects prepared by the accountant and 
Procurement Unit to verify its validity and ensure that it meets the requirements 
of the recipients based on the signed agreements and reporting templates 
used in the Association, cooperation and coordination with the directors of the 
relevant Unit.

9. Submit and discuss financial and administrative reports with the General Director.

10. Review all contracts and agreements before signing the authorized signatories 
to ensure compliance with the financial and administrative policies, regulations, 
and procedures applicable at REFORM.

11. Supervise, follow up and direct all processes and procedures of recruitment, 
contracting, and termination of services, ensuring they are completed in line 
with the applicable policies and guidelines. 

12. Supervise and follow up on issues of human resource management, including 
reviewing and approving templates, reports, job descriptions, reports of staff 
financial entitlements, monthly salary list, and needs assessment of the capacity 
building. This is prepared by the TSU in coordination with the Operations Unit. 

13. Supervise and ensure documentation, maintaining, and archiving of all documents 
related to financial, administrative, and personnel operations by the Head of 
Technical Support Unit

14. Approve financial commitments and requests for tenders and bids and issue 
them after revision, verification n, and approval. 

15. Directly participate in the preparation and implementation of the staff evaluation 
process, ensuring that it is fulfilled according to the specified timelines, 
procedures, and criteria.

16. Ensure an appropriate work environment for staff members and that their 
needs are met in terms of the required devices and equipment, oversee routine 
maintenance operations of office equipment and information systems to ensure 
workflow efficiency, and provide safety and health requirements and measures. 

17. Follow up on funder relations regarding financial and administrative aspects and 
respond to funders› inquiries. 

18. Facilitate the provision of financial and administrative information to relevant 
parties and official competent authorities. 
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1.5.5. Accountant 
The accountant works under the supervision of and reports to the Head of Technical 
Support Unit to perform the following: 

1. Implement financial and accounting procedures adopted by the Association. 

2. Prepare and validate all incoming and outgoing documents from and into the 
TSU, and ensure they entail all required signatures. 

3. Record all entry documents in their respective accounts, per the applicable 
accounting regulations and based on the adopted accounting cycle. 

4. Issue payment vouchers and respective checks after verifying the validity of the 
attached documents and follow up on acquiring necessary signatures on checks 
in line with the applicable guidelines.

5. Prepare monthly settlement statements for banks, demonstrate the differences 
(if any), report them to the Head of Technical Support Unit for review, and prepare 
the necessary adjusting entries.

6. Carry out periodic and annual fixed asset inventory and cross-check it against 
balances of respective accounts. 

7. Prepare periodic financial reports for the relevant parties.

8. Prepare financial statements required at the end of the year to the legal auditor 
to prepare the annual auditor›s report.

9. Archive and constantly update the Technical Support Unit›s transactions and 
data.

10. Follow up on expenditure, allocate expenses to the different projects and cross-
check them against the projects› Budget in coordination with the Head of 
Technical Support Unit.

11. Check the payroll and all bonds and transactions prepared by the Head of 
Technical Support Unit to ensure their accuracy, validity, and commitment to the 
applicable procedures and regulations.

1.5.6. Administrative Assistant 
1. Manage the petty cash account under the supervision of the Head of Technical 

Support Unit.

2. Prepare all cash payments and obtain approval of the Head of Technical Support 
Unit on disbursement and Budget items. 

3. Prepare a periodic statement and match the petty cash accounts for inventory 
audit at every moment. 

1.5.7. Internal Controller (or Designee) 
The Internal Controller or designee shall: 

1.  Supervise the effective and efficient implementation of the finance policies and 
procedures manual and directly submit recommendations and feedback to the 
Head of Technical Support Unit.
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2. Review all paper vouchers before the General Director›s signature and authorised 
signatories. 

3. Review and audit electronic transactions on the accounting system and approve 
them to be posted. 

1.6. Accounting policies

1.6.1. General Policies
• REFORM adopts an effective and flexible financial regulation that ensures 

transparency, distribution of responsibilities, and maintaining fiscal data as the 
following policies: 

• All accounts, financial operations, and accounting records of REFORM shall be 
prepared following the Generally Accepted Accounting Principles (GAAP) and in 
line with the applicable financial regulations in the State of Palestine. 

• Implementation of the Financial Policies and Procedures Manual provisions shall 
be based on an annual financial plan (Budget). The Manual shall be part of the 
overall yearly planning for the future of the Association.  

• The Manual is developed to enhance the financial function of the Association and 
assist it in achieving a clear financial vision.

• The Manual is designed to provide the top management with financial indicators 
and periodic reports to enhance and develop performance through M&E 
functions. 

• The Board of Directors shall approve an annual Budget that shall be monitored 
in terms of implementation monthly through reports that compare actual 
performance to the estimated outcomes in the Budget. The Board shall also 
approve the final statements of the Association. 

1.6.2. Accounting Basis
• The modified accrual basis is adopted to record revenues. Revenues and expenses 

are recorded as incurred.

• The modified accrual basis is adopted according to the Generally Accepted Accounting 
Principles (GAAP) and the International Financial Reporting Standards (IFRS). 

• REFORM shall use the modified accrual basis to record financial transactions, 
whereas revenues and expenses are recorded at the time of actual receiving or 
payment. At the end of the financial period, all financial receivables are recorded.

1.6.3. Accounting Documents
• All accounting and financial documents are carried out using the modified accrual 

basis, where expenses and revenues are recorded when incurred or earned 
regardless of when cash transactions occur. The details of the accounting bonds 
that should be used to document financial transactions in the accounting system 
are the following:
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Document         Purpose   

Receipt Record all cash receipts, checks, and bank 
transfers.

Payment voucher Record all payments made by check or bank 
transfer.

Purchase/ Expenditure Invoice All purchases and expenses performed by the 
Association are recorded under an official tax 
purchase invoice issued by the suppliers.

Journal Voucher Register bank transfers, bank commissions, 
internal transfers between bank accounts from 
one currency to another, monthly settlement 
movements as per entries, and feed petty cash 
and activity cash accounts. 

Purchase Request Request services or goods from the Head of 
Technical Support Unit based on the adopted 
plan. 

Purchase/ Supply Order Order services and goods from suppliers.  

Receipt Note voucher/ Delivery Note 
Voucher

Document the reception of goods and deliver 
it to the necessary Unit or competent staff 
member. 

Financial Claim Document a supply through a detailed financial 
claim for the required payment and delivered 
services. The Association does not issue tax 
invoices according to the law. 

• All the documents mentioned above can be prepared directly using the computer-
based accounting system, given that all documents should be sequentially 
numbered with serial numbers printed on them. Each document should comprise 
a sufficient number of copies as required under the instructions of the Ministry 
of Interior.  

• These documents shall be used by authorised individuals only.

• Accounting documents must be free of error or alteration. In the event of an 
error or alteration, a new document shall be used, provided that the document 
with the error shall be canceled by sealing it with the “Cancelled” stamp and 
stapling it in the journal for documentation. Removing it or using a correction pen 
is prohibited under penalty. 

• Canceled accounting documents shall be filed in a way that prevents their reuse 
by marking or labeling them with the “Cancelled” stamp. 

• The primary accounting documents for any accounting process are receipts, payment 
vouchers, and the computer-based accounting system. These three documents are 
linked and arranged in particular files to facilitate referencing and auditing.
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1.6.4. Accounting (Journal) Entries
• Entries shall be prepared daily by the accountant.

• The Head of Technical Support Unit shall review and approve entries. 

• The audited and approved entries shall be committed to the computerized system, 
thus making changes permanent and irreversible. 

• Should an accounting error be detected, it shall be processed by reversing 
and recording the correct accounting entry or an adjusted entry along with an 
explanatory note. 

• Accounting entries shall be entered based on the supporting documents.

• Accounting entries are classified according to the chart of accounts (accounts 
tree) approved by the Association.

1.6.5.  Chart of Accounts
The Association’s accounts chart (accounts tree) shall be approved to ensure that all 
expenses and revenues are directed to their cost center. If an expense or revenue is related 
to a project under an external grant, a special bank account shall be opened, and the project 
shall be treated as a separate unit. Cash flows from funders shall be classified by nature, i.e., 
restricted, temporarily restricted, or unrestricted. The accounts chart shall be developed in 
coordination with the Head of Technical Support Unit or an external consultant to ensure 
work effectiveness for projects and activities in line with the regulations. 

If the account is identified on a currency other than the significant currency (ILS), the 
valuation shall be as follows:

1. Current assets: at the end of the year

2. Fixed assets: at historical cost

3. Expenses and revenues: at historical cost

4. Commitments: at the end of the year

1.6.6. In-kind Grants
In-kind grants are recorded based on the fair value. Fair value is the value to be paid 
under normal circumstances to purchase a similar item or a similar service, according 
to the market value for this grant. An explanatory note shall be prepared by the 
accountant and Procurement Coordinator and approved by the Head of Technical 
Support Unit and General Director. 

1.6.7. Foreign Currency
REFORM shall keep its record in ILS, i.e., the base currency. Transactions denominated 
in other currencies shall be converted into the base currency at the prevailing exchange 
rates on the date of each transaction, and the bank exchange rate shall be adopted. 

Assets and liabilities that are due to be received or paid in foreign currencies on the date of 
the financial position statement shall be converted into the base currency at the exchange 
rates prevailing on the date of the statement, provided that the statement of financial 
position date and the conversion differences shall be presented in the statement of activities.
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CHAPTER TWO:

2. Annual Budget
 

2.1. Financial Policies and Procedures
1. An Annual Budget Committee shall be composed of the Operations Officer, Development 

and Communications Officer, and the Head of Technical Support Unit. The Committee 
shall be responsible for supervising the preparation of the general Budget of REFORM 
and its branches if any. It shall be approved by the Board and General Assembly. 

2. All the parties at REFORM, who are tasked with the annual Budget, shall adhere to the 
set timetables in order to finalise the Budget on time.

3. Regarding the annual Budget preparation, the fiscal year is one calendar year, starting 
on January 1st and ending on December 31st.

4. The annual Budget shall be finalised and approved by the Board of Directors before the 
beginning of the fiscal year, except in some instances, with the deferment approved by 
the General Director and the Board.  

5. After the Budget is approved in its final version by the Board and General Assembly, 
it shall be entered into the financial system to follow up expenditures during the year. 

6. All relevant parties shall comply with the Budget.

7. The Head of Technical Support Unit shall supervise Budget execution, monitor unit 
performance related to Budget handling, and report to the General Director.

8. The Budget shall be prepared in the English Language.

2.2. Budget 

2.2.1.  Budget Preparation
• The Budget preparation shall initiate by reviewing all receipt and payment items 

for the ended fiscal year in terms of: 

1. General operational expenses and revenues for the fiscal year.

2. Ongoing projects – in line with the agreed Budget items and revenues for the 
fiscal year.
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3. New projects to be implemented during the year, according to the approval of 
Budget items and the fiscal year’s revenues.

4. A list of inflow and outflow concerning expenses and revenues shall be prepared 
monthly. 

• The project items of payment and receipt shall be numbered according to the 
applicable routine in the Budget. They can also be numbered according to the 
accounting system to facilitate Budget integration in the system and make use of 
this referencing for facilitated monitoring and report production. 

• The Budget shall be prepared by the Budget Committee, chaired by the Head of 
Technical Support Unit, and comprises the Operations Officer and Development 
and Communications Officer The following shall be fulfilled: 

ͳ Determine the activities that shall be implemented by the Operations Unit, 
per the strategy.

ͳ Describe activities with maximum details. 

ͳ According to financial records, market value and market surveys, the Head 
of Technical Support Unit shall translate the items and sub-activities into 
financial values.

ͳ A comprehensive review of the Budget shall be carried out when preparing 
financial reports, and a discussion between the Operations Officer and the 
Head of Technical Support Unit to study deviations and their causes and 
provide recommendations for the General Director to consider and the 
donor where necessary.  

ͳ Should deviations require activity cancelation or a significant fundamental 
quantitative or qualitative modification, the approval of the General Director 
shall be obtained before they are submitted to the Internal Audit Committee 
for endorsement.

2.2.2. Transaction Input Control 
• After the Budget has been adopted by the Board and the General Assembly, and 

each proposed project has been approved by the General Director, the Budget 
shall be integrated into the accounting system with all details, including items, 
disbursement, and receipt amounts. 

• The Budget shall be printed from the accounting system and enclosed with the 
endorsed Budget and signed by the accountant and Head of Technical Support 
Unit to confirm the validity of the automated Budget. 

• When accounting transactions are recorded, they shall be referenced according 
to the project, funder, and disbursement items entered according to the Budget.   

2.2.3.  Budget Transfers
• During disbursement and reporting, some disbursement items may require 

adjustment by being increased or decreased.

• The general and administrative items require the approval of the General Director 
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for any deviation above 5%. Should the deviation exceed 5%, an explanatory note 
shall be prepared to explain reasons for the deviation and proposed item(s) for 
transfer, along with a correction plan for the remaining Budget period. 

• There are two cases for project disbursement items: 

ͳ According to the signed agreement with the funder, Budget items can be 
modified in a certain percentage without stipulating prior approval. Thus the 
modification shall be submitted for the approval of the General Director, and 

ͳ According to the signed agreement with the funder, Budget items cannot be 
modified except through an official written request. A letter that explains the 
desired modification should be prepared, submitted to the General Director 
l for approval, and sent to the funder to obtain approval. After the written 
approval of the funder has been acquired, the Budget could be modified. 

• In some specific Budget alteration cases, the procedure shall be as follows: 

1. When a new grant is obtained during the year, following the Board’s approval 
of the annual Budget, the new grant Budget items shall be added to the 
overall annual Budget having obtained the General Director’s approval.

2. Writing off an item of one of the grants due to correspondence between the 
management of REFORM and the funder shall be routinely implemented 
and documented after the endorsement of the General Director has been 
acquired. 

3. If REFORM receives a grant during the year that comprises new activities 
or activities that do not fall under its business, this shall require the Board’s 
approval (considering that the activities are not amongst the usual business 
of the Association)

2.2.4. Budget Reports
• As previously mentioned, the adopted Budget form and the Budget entered 

into the accounting system shall be printed and signed by the Head of Technical 
Support Unit.

• A matching report for the Budget and actual disbursement shall be prepared 
every quarter. It shall monitor disbursement items should a deficit be detected in 
one of the Budget items, along with an explanation of the deviation’s reason. A 
quantitative and qualitative report shall be prepared along with this report. 

2.2.5. Budget Difference
• Differences may arise between the Budget and the actual disbursement; thus, 

they should be regularly monitored and modified as per paragraph 2.2.3. 

2.2.6.  Budget Closing 
• The Budget shall be closed at the end of the fiscal year or the finalisation of a 

specific project. 
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CHAPTER THREE:

3. Financial Policies

3.1. Financial Policies 
1. REFORM shall open a separate bank sub-account for the grant if the project agreement 

stipulates that. 

2. Suppose the agreement does not stipulate the opening of a separate bank account 
for the grant. In that case, the grant amount can be deposited in REFORM’s general 
account, provided that separate accounting records of the project (cost center) are 
maintained to facilitate reporting to the funder.  

3. REFORM shall issue a dated and stamped receipt voucher signed by the General Director 
for the funder upon receipt of each Fund.

4. The receipt voucher shall be issued upon confirmation that the Fund has been 
transferred to REFORM’s Account or once the check or wire transfer has been received. 
The bank commission shall be documented, if applicable. 

5. It shall be verified that the received payment is consistent with the payment schedule 
normally included in the agreement. In case of discrepancies exceeding regular banking 
charges, the following shall be carried out: 

• Issuance of receipt voucher shall be delayed until follow up is initiated (normally 
at the moment discrepancy is detected) 

• Notify the funder in writing.  

6. The terms of the agreement signed with the funder should be observed in terms of the 
interests earned on the account, as some funders allow the use of such interests, while 
others request that they be refunded. 

7. A cash flow report for each project shall be constantly prepared and updated.

8. The terms of the agreement regarding commissions and bank expenses should be 
observed, particularly when the project’s bank account is separate, along with defined 
fees for incoming transfers. 
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3.2. Grant File Management
1. When signing a financing agreement with a funder, a separate file must be opened 

for each grant. This file shall be kept in a secured place and shall only be used by the  
Head of Technical Support Unit and the General Director or those authorized by them. 
The grant file shall include the following information:  

• A copy of the proposal

• A copy of the original agreement signed with the grantor

• A summary of the agreement terms

• A copy of any amendment to the agreement

• A copy of all correspondence related to the grant

• Copies of receipt vouchers, according to which receipts were recorded  

• Copies of the financial reports sent to the funder on the grant

• Reporting dates

• Any other related official documents

2. The following shall be taken into account:

• Documents shall be kept in the file in chronological order, i.e., unmixed.

• Ensure documents are returned to their correct location after use.

• Avoid keeping unnecessary papers in the grant file since this prevents accessing 
requested documents efficiently.

3.3. Keeping Track of Grant Budget 
• The Head of Technical Support Unit shall thoroughly supervise the implementation of 

the grant Budget. In this context, s/he shall:

1. Maintain a computerised record, in which the grant Budget is copied, provided 
that REFORM’s branch allocations are identified if any. 

2. This record shall be constantly updated with actual expenditures and capital 
expenditures (fixed assets) with data from the cost center.

3. This record shall be a reliable reference for approving or rejecting requests of 
disbursement based on the availability of balance for the required item. 

3.4. Periodic Reporting on Grant
1. Periodic reports should be submitted to the General Director and the Board of Directors 

on the status of each grant, explaining the following: 

• Budget allocated to each item

• Actual expenditures

• Remaining balance

• Percentage of actual expenditure of each item compared to Budget items 

• Indication of any obligations on the remaining balance

• Any other necessary notes
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2. Each report must be dated and shall indicate the period covered to avoid reporting 
duplication.  

3. The Head of Technical Support Unit shall sign reports. 

4. A copy of each report must be kept in the grant file.

3.5. In-kind Grants 
1. As mentioned in the accounting policies herein, the In-kind grants shall be recorded at fair 

value, which is the value to be paid under normal circumstances to purchase a similar item 
or obtain a similar service. In this regard, the following in-kind grants shall be registered: 

• Furniture, appliances, supplies, and other tangible in-kind grants.

• The value of telephone calls provided from others provided that such calls are for 
work purposes. 

• Rental of places used for the implementation of activities, such as hotels and 
others. Places used to implement activities with no rent cost should not be 
confused with places that should be rented if not provided for free

• Value of the fees of lecturers and trainers who volunteer to provide their services. 

• Any other tangible or intangible in-kind grants.

2. Upon receipt of substantial in-kind grants, REFORM shall prepare a receipt report 
indicating the following: 

• Name and address of the grantor

• Product name and brand

• Module

• Quantity

• Item condition (new, used)

• Date of receipt

• Market value

• Appraisal note (enclosed) signed by the appraiser  

• Recipient’s name and signature

• Grantor’s signature

3. REFORM shall issue a receipt letter to the funder and keep a copy in the records.

4. REFORM shall seek the funder’s assistance to determine the value of the donated 
materials by obtaining copies of purchase invoices. If this is not possible, REFORM shall 
seek the help of other parties to appraise the fair value of such items. 

5. In-kind grants shall be recorded as follows:

• Fixed Assets: 

From the Fixed Assets Account to the In-Kind Grants Account

• Services: 

From the Expenses “described in detail” account to the In-Kind Grants Account
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6. Regarding intangible grants, e.g., a donation to pay the Association’s telephone bills or 
to contribute a place for its activities, the value of these contributions shall be estimated 
and recorded per the previous policy.
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CHAPTER FOUR:

4. Cash and Banks

4.1. Petty Cash Advances

4.1.1. Financial Policies
1. The petty cash system shall be used to cover small and recurrent expenses.

2. The petty cash (Account) Fund shall be the custody of a staff member 
(administrative assistant) who is not engaged in accounting and is not authorized 
to grant financial and administrative approvals.

3. The petty Fund’s limit for REFORM shall be 3000 NIS.

4. The limit of one payment that can be paid from each Fund is NIS 400.

5. Payments may not be broken down to bypass the system.

6. The Fund’s replenish point shall be determined when the fund balance reaches 
20% of the limit.

7. Payment shall be made from the Fund only against official tax invoices. Suppose 
the tax invoices are not available due to the nature of the expense. In that case, 
action should be taken to justify the amount paid using the form “supporting 
note for expenditure without invoices,” which requires the approval of the Head 
of Technical Support Unit. The use of this form should be limited to specific and 
non-recurrent cases, such as purchases from a road vendor or non-merchant 
purchases like buying products from remote and country areas.

8. In any case, the petty cash fund may not be repaid from the ordinary Fund (the 
Fund for the cash receipt). Still, it shall be refunded by check issued on behalf of 
the administrative assistant, i.e., responsible for petty cash. In any case, the petty 
cash may not be mixed with personal cash.

9. The Administrative Assistant is liable if there are any unjustified discrepancies in 
the Fund.

10. The Administrative Assistant must keep the money and transactions in a secure 
and safe place.

11. The employee in charge of the petty cash fund may not exchange currencies 
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from the Fund, whether for personal or other purposes. 

12. A physical inventory count shall be performed each time a fund replenishes is 
requested. The periodic inventory shall be documented on the replenish request 
and signed by the conductor of the inventory count and the Administrative 
Assistant. In case of a surprise inventory count, the conductor of the inventory 
count shall sign his/her name with the date and count result, the endorsement 
of the Head of Technical Support Unit, along the signature of the petty cashier. 
The signed inventory count documents shall be duly kept in a special file for petty 
cash and monitored by the Head of Technical Support Unit. 

13. The Technical Support Unit shall provide petty cashiers with a list of permitted 
expenses by which the Administrative Assistant shall abide. 

14.  If there is an urgent need to exceed the payment level, prior written approval 
shall be acquired by the Head of Technical Support Unit with a justification. 

4.1.2. Procedures
1. The Administrative Assistant shall maintain the petty cash record on an “Excel 

Spreadsheet” for real-time registration of expenses.

2. The Administrative Assistant shall input payments to the petty cash record and 
verify the remaining balance.

3. When the petty cash balance reaches the replenish point (i.e., at 20%), the 
Administrative Assistant shall print out the petty cash expenses record for the 
relevant period, sign it and attach all the necessary invoices, sequentially and 
orderly, and deliver the application to the accountant.

4. The competent accountant shall:

ͳ Ensure inclusion of the payment supporting documents

ͳ Classify expenses and identify cost centers

ͳ Validate calculation.

ͳ Conduct an inventory count for of remaining balance

ͳ Verify that all petty cash documents are sealed as “PAID.”

5. The accountant shall sign the petty cash record and submit it to the Head of 
Technical Support Unit for revision and approval. 

6. Having the document signed by the Head of Technical Support Unit, the 
accountant shall prepare an electronic payment voucher of the expenses and 
save it on the accounting system in use. 

The payment voucher shall be in this form:

From the Expense Account “stated in detail.”

To the Petty Cash Account

7. The Head of Technical Support Unit shall verify the registration and the validity 
of the allocation to the projects and cost centers. The Head of Technical Support 
Unit then prints out the voucher with all transaction documents enclosed and 
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kept in the payment voucher file. 

8. The accountant shall prepare a check with the value of expenses and an electronic 
payment voucher with the check’s value to be saved.

The electronic payment voucher shall be in this form: 

From the Petty Cash Account 

To the Bank Account

9. The voucher and check or the wire transfer shall be submitted to be signed by 
the authorised signatories. 

10. The issued checks shall be sealed for the “first beneficiary” only, and no exceptions 
are allowed. 

11. Upon signing the check or the wire transfer, the Head of Technical Support 
Unit shall review and forward it and print out the electronic payment voucher 
enclosed with a copy of the check. 

4.2. Activities Advances

4.2.1. Financial Policies and Procedures
1. Suppose the execution of the activity requires a cash advance to be used by the 

Project Coordinator or Facilitator. In that case, a written advance request shall be 
submitted one week, at least before the implementation of the activity.

2. Advance requests shall be approved by the Head of Technical Support Unit, 
enclosed with the purchase request and actual activity plan. 

3. The use of an advance is limited to minor purchases and fees that cannot be 
otherwise paid by checks or transfers and shall not exceed (400) NIS, excluding 
field activity expenses.

4. The advance shall be in a staff member’s possession, who shall be fully or partially 
liable for its loss, misuse, and/or failure to provide complete and valid supporting 
documents. 

5. No subsequent advance may be given before closing the preceding one.

6. Original and official payment documents and payment evidence shall be submitted 
per other provisions herein, provided that the approval of the Operations Officer 
shall be acquired preceding the submission to the Technical Support Unit. 

7. The value of the advance shall not exceed the salary of the staff member. However, 
in some exceptions, due to the proximity of activities or difficulty to sign a new 
advance request, the approval of the General Director may be acquired to grant 
the staff member an advance payment that exceeds his or her salary but not 
exceeding 50% of his or her end of service payment and monthly salary. 

8. The project coordinator may spend more than the value of the advance using 
his or her personal money or from any other sources, provided that it shall be 
paid and reinstated within the same month. It is subject to compliance with the 
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financial policies for payment approval.

9. Suppose the circumstances require that the value of the advance exceed the 
specified limit. In that case, the approval of the General Director must be obtained, 
provided that the staff member has allowances that exceed the required amount.

10. The activities should be planned and implemented effectively and in full 
coordination with the Technical Support Unit.

11. The Budget allocated to each activity under the overall project Budget must be 
observed.

12. The project coordinator shall provide a list of needs to implement the activity 
within sufficient time before the activity so that the Technical Support Unit can 
make the necessary arrangements.

13. Payment shall not be performed before obtaining written approval for the 
purchase request explained in detail in previous paragraphs herein. 

14. If the nature of the activity does not allow for a buy now, pay later arrangement, 
but only for cash payment -which the Head of Technical Support Unit shall decide- 
an advanced payment shall be paid to the project coordinator, who shall disburse 
the advance against official invoices according to the approved list of needs. 

15. The project coordinator shall submit a report on the advance to the Head of 
Technical Support Unit, enclosed with all invoices and documents, no later than 
one week from the end of the activity or by the end of the month of the advance. 

16. The registration and closing of the advance shall be completed in accordance 
with the procedures outlined in the Disbursement Policies Section, no later than 
a month from receiving the advance or a week from the date of implementing 
the activity, whichever sooner. 

17. A new advance shall not be paid before the closure of the previous one or 80% 
of it, in case the emerging need exceeds the remaining amount (20% of the 
first advance), provided that the new advance and remaining balance shall be 
compatible with article (9) above. 

4.3. Cash Receipts

4.3.1. Financial Policies and Procedures
1. The Association shall reduce cash receivables to the minimum and limit them 

to small amounts, such as fees for membership, tender documents, and so on. 
Payment(s) shall be made to the bank account directly where possible and practical.

2. A sealed, signed, and the dated voucher must be issued for each cash receivable.

3. Receipt voucher books shall be used in sequential order, per the instructions of 
the Ministry of Interior. 

4. A record for used and non-used receipt (empty) voucher books shall be kept as 
a control tool, recording numbers of books and documents contained therein.  
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5. When canceling a voucher for any reason whatsoever, the word “canceled” 
shall be written on the voucher, and the original copy shall be returned to the 
vouchers’ book.

6. The original voucher shall be given to the payer attached with a copy of the 
journal voucher issued by the accounting system, and the third copy shall remain 
in the vouchers’ book.

7. If the Association receives cash donations from unknown sources or receives the 
same from a group of people that cannot be separated from each other, in all 
cases, a voucher must be issued even if the name of the payer is not specified. In 
such cases, “general donations or fund-raiser donations, etc.” may be written on 
the voucher, and an explanatory note shall be prepared by the accountant and 
approved by the Head of Technical Support Unit.  

8. The received amounts must be separated from the petty cash and deposited in 
the bank as soon as possible and shall not be directly used to cover any expenses. 

9. The received cash shall not be converted from a currency to another before 
depositing in REFORM’s bank account. 

10. The Association shall correlate the vouchers with the bank deposits so they can 
be tracked and audited. For example, when depositing a given amount from the 
collections in the bank, it should be documented in the accounting records that 
this amount is the total sum of vouchers from “16” to “26” for instance; thus, 
enabling the auditors or other competent bodies to trace the deposition and 
settlement of such amount in the bank.

11. Received cash shall be deposited on the same day of reception or maximally 
the next day in the Association’s bank account, except for force majeure, which 
should be explained. 

4.4. Cash at Banks

4.4.1. Financial Policies and Procedures
1. The Association shall maintain bank accounts as needed in different currencies 

while avoiding opening too many bank accounts to reduce the accounting 
workload and unnecessary banking fees.

2. The opening of new bank accounts and closing the unnecessary ones shall be 
based on a written recommendation from the Head of Technical Support Unit 
and written memos between the General Director and Board.

3. Bank accounts for grants shall be opened in line with the agreement signed with 
the granter and shall be used for the principal purpose. 

4. Each bank payment shall bear at least two signatures in line with the Association’s 
statute. 

5. In addition to the two signatures, checks shall be sealed (for the first beneficiary, 
except for the checks for staff members). The transfers shall be sealed with a 
special seal (REFORM’s stamp), provided that this stamp shall be in possession 
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of the Head of Technical Support Unit only, but not with any of the authorised 
signatories. The bank shall be advised in writing that this stamp is binding. Stamps 
shall be kept in a safe place. 

6. The checks shall be cashed to the “first beneficiary only.” This rule must be 
accurately adhered to with registered companies and associations (holding 
licensed operator numbers). The following rules shall be applied: 

ͳ According to the accountant’s discretion, checks of consultants, trainers, 
and service providers who are capable of cashing checks at the bank shall be 
issued for “first beneficiary only.” 

ͳ Sums of 7000 ILS or above shall preferably be issued via a wire transfer. 

7. The checkbooks shall be kept in a safe in the Head of Technical Support Unit’s 
custody, which s/he has to keep in a secured place and shall not allow non-
authorised individuals from accessing it or even knowing its location. 

8. The accountant shall keep the checkbooks inventory record and shall continuously 
update this record with the books consumed and those added.

9. The checkbooks shall be used in sequential order, according to the check number. 
No more than one checkbook can be used for the same account at the same 
time.

10. The Head of Technical Support Unit shall ensure the optimal use of REFORM’s 
balances at banks to deposit amounts in accounts with lower interest rates or 
dealing with banks that receive lower commissions, etc. The General Director 
shall be briefed on this and provide him/her with the best practices. 

11. When converting balances from one currency to another, the exchange rates shall 
be obtained from one known source at least in order to help acquire a favorable 
rate for the Association. Sums shall not be withdrawn from the bank account to 
be converted and re-deposited in the bank, as this contradicts REFORM’s vision. 
This is not about trading currencies but rather implementing activities with 
minimum cost. In addition, conversion from external sources has potential risks; 
but negotiations shall take place with the bank. 

12. Bank reconciliations shall be prepared monthly no later than the 8th of the 
subsequent month. 

13. The accountant shall follow up on bank accounts within his/her mandate daily to 
monitor transactions for any shortcomings and timely act on incoming transfers.

14. Bank reconciliations shall be prepared according to the professionally recognized 
form, which shall be prepared as an Excel Spreadsheet or through the 
computerised system to facilitate calculations. 

15. The bank reconciliation form shall contain the following information:

ͳ Bank name and branch 

ͳ Number and type of Account

ͳ Account code, per accounting records

ͳ Currency
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ͳ Date of reconciliation preparation

ͳ The reconciliation date “reconciliation as in...”

ͳ Balance according to the bank statement

ͳ Balance according to the records

ͳ Names of the persons who have prepared, reviewed and approved the bank 
reconciliation (Accountant, Head of Technical Support Unit, and the Financial 
Controller)

16. The reconciliation shall be prepared in the account’s original currency.

17. A copy of the bank statement, which shows the bank balance and a copy of 
the bank statement according to the records, shall be attached to each bank 
reconciliation form.

18. The bank reconciliation form shall be prepared even if the account’s balance is 
zero (provided that the account is not frozen for a long period) and even if the 
record’s balance is equal to the bank statement.

19. The bank statement shall be timely obtained, and preferably an arrangement 
should be made with the bank to send them regularly. 

20. Bank transfers shall be hand-delivered to the bank, for fax or email may not be 
used for this purpose in order to prevent any potential forgery of signatures or 
data. In addition, a sealed copy shall be delivered by the bank to prove that the 
bank has received the original on the given date.  

21. Under no circumstances can the person who prepares the bank reconciliations 
to have any privileges of committing journal entries related to banks on the 
accounting system.

22. The bank reconciliation form shall be prepared, reviewed, and approved by 
different persons to meet the principle of functional segregation. 

23. The authorised person must accurately review the bank reconciliation form and 
thoroughly check the reconciliation items while focusing on the items that have 
been pending for several periods if any.

24. Banks shall be immediately notified in writing of any changes to the authorised 
signatories and their powers. The bank shall confirm receipt and application of 
such modifications.

Notes: 

Payment and check delivery have been specified in part related to procurement and 
expenses herein to demonstrate the sequence of payment procedures within procurement 
and registration. 

The accountant responsible for preparing bank reconciliations shall follow up on the bank 
statement and monitor it daily for any incoming transfers or shortcomings that require 
intervention from the Head of Technical Support Unit.
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CHAPTER FIVE:

5. Fixed Assets

5.1. Fixed Assets
1. The fixed assets shall be classified as follows:

• Premises

• Machinery and equipment

• Office furniture and furnishings

• Computer hardware and software

• Vehicles

• Leasehold Improvements  

2. The classifications mentioned above shall be binding unless a new classification is 
required. In this case, the Head of Technical Support Unit's approval shall be obtained, 
and the classification shall be considered in the chart of accounts in the computerised 
system, reporting, and financial data. 

3. The temporary assets granted to REFORM shall be classified per the finance agreements, 
run through interim cooperation on the accounting system of REFORM, and shall 
be handled as a fixed asset. After the expiry of the Agreement, such assets shall be 
delivered according to the respective agreements. REFORM stipulates in the case of 
ownership transfer to its target beneficiaries that such assets are dedicated to serving a 
targeted community but not a particular individual. 

4. Purchases of fixed assets at cost shall be recorded, and the cost shall include all 
expenses necessary to deliver the assets to the desired location and define their use. 
Depreciation of fixed assets shall be calculated using the straight-line method with 
appropriate annual depreciation rates as follows:

Item Classification Depreciation Rate %

Office furniture 6-10

Office equipment 15-25

leasehold Improvements 5-10

Vehicles 10
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5.2. Capitalization of Fixed Assets:
1. The procurement cost of fixed assets shall be capitalized if the following conditions are 

jointly met:

• The value per piece is 1000 ILS or above

• The useful life is above 12 months

2. The maintenance costs are capitalised if the below conditions are jointly met:

• The cost of maintenance and repairs exceeds 20% of the cost

• Fixed assets' useful life is more than one year 

• The value of maintenance and repair exceeds 1000 ILS

• The process of maintenance and repairs is not the result of a technical failure but 
rather to enhance and increase the asset's useful life.

3. The cost of fixed assets shall be identified by calculating the purchase price added 
to non-refundable customs and taxes, in addition to the direct expenses required to 
operate assets, such as the costs of transportation, installation, loading, etc.

4. Should there be a discount on fixed-assets purchases, this discount shall be subtracted 
from the procurement cost, and the purchased assets shall be recorded at the net value.

5.3. Control over Fixed Assets
1. Item codes extracted from the accounting system shall be printed on each fixed asset 

label to facilitate identification.

2. The accountant shall maintain an external record of the fixed assets on an excel sheet or 
the BISAN system, in addition to the details included in the accounting system. 

The external record shall comprise the following information:

• Code

• Description

• Purchase date

• Cost

• Depreciation rate

• Accumulated depreciation

• Name of supplier

• Location of the asset

• Name of the person responsible for the use, if any.

• The remarks column on the condition of the item

3. The fixed assets record shall be handled with special attention; the authority to modify 
data of the fixed assets shall be limited to the Head of Technical Support Unit and 
approved by the GD. 
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4. The fixed assets record shall be constantly updated with any changes to match the data 
in the accounting system at any given time. 

5. A physical inventory count shall be performed for fixed assets in each office space. A 
record shall be prepared for the office assets, matching the overall record and signed 
by the staff of the office, accountant, Head of Technical Support Unit, and Financial 
Controller. It shall also be displayed on the office door. 

6. In coordination with the Head of Technical Support Unit, the HC Coordinator shall 
prepare a custody form with the delivered assets to the staff members and have his/
her signature on it according to the adopted template. 

7. Physical inventory count of fixed assets shall be carried out on an annual basis. This 
count shall be documented in a record. The General Director has the authority to 
form the inventory committees. The outcomes of the physical inventory count shall be 
compared with the fixed asset record. The records of inventory count shall be kept with 
the Head of Technical Support Unit. 

8. Should there be a deficit in the counted assets, this shall be carefully examined. If 
there is no reasonable explanation, the staff or Unit entrusted with the assets will be 
liable for the net book value of the deficit. Suppose the book value is equal to zero. 
In that case, the lost asset shall be evaluated according to the market value on that 
date and condition, and the staff responsible will be liable. The difference between the 
cumulative depreciation and book value shall be revenue for the Association. 

9. After completing the inventory count, the fixed assets record shall be updated, 
particularly in the remarks column, by adding observations on the technical condition 
of the assets.

10. The fixed asset custody system shall be applied, where the fixed assets in the custody of 
each staff member shall be listed in a designated form signed by the staff member and 
the General Director. Such assets shall be the staff member›s responsibility, where s/
he shall be liable for any damage resulting from negligence, failure, or misuse. Assets in 
custody shall not be used for purposes other than those related to work.  

5.4. Recording the Fixed Assets in the Accounting  System
When purchasing a new item, the following steps shall be ensured before committing 
accounting entries:

1. Define the item and assign it a serial number

2. Define the major asset account

3. Define the depreciation account

4. Define the accumulative depreciation account

5. Define the depreciation rate 

6. Register custody and keep a record in the staff file

7. Register assets in their location and obtain necessary signatures 



REFORM38

5.5. Regulating the Use of Assets
1. The Head of the Technical Support Unit shall oversee the effective use of the assets. 

Custody holders shall be individually responsible for their custody. The competent staff 
of the Technical Support Unit shall be liable with the same effect, should the failure to 
take measures to oversee the use of assets be proven. 

2. All equipment at REFORM shall be used for work purposes, within the range of necessity, 
without wasting. Anyone who misuses, jeopardizes, wastes, loses, fails to protect and/
or does not make the sufficient effort to protect these tools, no matter how little or 
great their values were, shall be subject to liability.

3. Staff shall be liable to pay all costs for repairing the damages caused to materials under 
their custody or responsibility and/or pay compensation to the Association in the event 
maintenance is not available, in line with the compliance bylaw under the Manual of 
administrative policies. 

5.6. Disposal of Fixed Assets
1. Disposal (periodic inventory) committee shall be formed and commissioned by the General 

Director, with a membership of the Head of the Technical Support Unit, Operations Officer 
and an employee who is competent to the operations of the asset (equipment, devices). 
This committee shall report to the General Director. The following shall be carried out: 

2. If the inventory count shows damaged or technically outdated items, or items that need 
to be disposed of, a fixed asset disposal application shall be prepared by the requesting 
party, and it shall be signed as follows: 

Net Book Value of the Disposed Assets (ILS)

Less than 1500 1500-3500 More than 3500

Disposal Method Required Approvals

Sale General Director (GD) GD + Board Treasurer GD + Board Treasurer 
+ Chair of the Board 

(Donatio)

GD + Board Treasurer 
+ Chair of the Internal 
Audit Committee

GD + Board Treasurer 
+ Chair of the Internal 
Audit Committee 

GD + Board Treasurer 
+ Chair of the Board + 
Chair of the Internal 
Audit Committee

Disposal GD + Board Treasurer 
+ Chair of the Internal 
Audit Committee

GD + Board Treasurer 
+ Chair of the Internal 
Audit Committee 

GD + Board Treasurer 
+ Chair of the Board + 
Chair of the Internal 
Audit Committee

  Replacement GD +Chair of the In-

ternal Audit Commit-
tee

GD + Board Treasurer 
+ Chair of the Internal 
Audit Committee 

GD + Board Treasurer 
+ Chair of the Board + 
Chair of the Internal 
Audit Committee
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Accounting (Journal) entries for the following case: 

• Sales: 

From the bank's account

From the accumulative depreciation's account

To the asset's account 

In this case, when there is profit or loss, it shall be recorded according to its condition. 

•  Donation: 

From the accumulative depreciation's account 

To the asset's account 

The difference shall be documented as a donation expense. 

• Disposal: 

From the accumulative depreciation's account 

To the asset's account 

In case of a difference, it shall be duly recorded. 

• Replacement:

From the accumulative depreciation's account (of the REFORM Asset)

From the new asset's account 

To the old asset's account 

The profit or loss shall be recorded according to the condition. 

3. For disposal out of the scope of the regular inventory count at the end of the fiscal year, 
the GD is entitled to form a disposal committee that shall include representatives from 
the party concerned and the Technical Support Unit, which the GD shall approve.

4. The approved fixed assets disposal request shall be kept in a special file named the fixed 
assets disposal file. 

5. The policies and procedures of ordinary procurement apply for the procurement of 
fixed assets and shall be introduced in detail in the procurement chapter herein. 

5.7. Depreciation of Fixed Assets
1. Depreciation of fixed assets shall be calculated and recorded in line with the accounting 

policy for the fixed assets mentioned in the accounting policies section of this Manual. 

The following shall be considered concerning depreciation: 

2. Depreciation rates from one year to the next shall be constantly used to achieve the 
principle of consistency in recording accounting transactions.

3. While preparing periodic financial reports, depreciation shall be calculated to provide a 
true and fair view of the accounts.  

4. In distributing depreciation expenses, it should be noted that such expenses shall not 
be assigned to the same funder who covered the purchase of the same asset. 
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CHAPTER SIX:

6. Procurement and Expenses 

6.1. General Framework 
• The procurement process and its consecutive administrative operations is an authentic 

function of the management. It is a basic pillar of good governance and one of the key 
components of transparent management. It aims to effectively secure the needs of the 
Association while ensuring the principle of absolute competition between suppliers and 
service providers and maintaining an equal distance from all parties to the standard 
process without favoritism or discrimination.

• Since the resources managed by REFORM are public ones, it seeks to manage them 
better to ensure that the Association meets its needs within the time frames specified 
for its operations in the field. While ensuring compatibility of service providers, the 
Technical Support Unit shall be responsible for: the enforcement of the procurement 
process, the formation of relevant technical committees, saving files related to all 
procurement processes, and the alignment of its procedures to Palestinian laws and the 
best international procurement practices. 

• The Procurement Manual and Regulations: A set of policies and procedures that organise 
the procurement management at REFORM and define privileges and responsibilities for 
each activity to ensure service or good acquisition at the best price and the highest 
quality towards the desired goal. The Manual also constitutes a set of detailed guidelines 
that shall be observed by officials and staff of the Technical Support Unit.

6.2. General Provisions 
This chapter regulates the procurement of all templates concerning goods and services. The 
competent unit shall be tasked with making all necessary efforts to fulfill purchase operations 
and sub-operations, according to the following criteria: 

1. REFORM mainly seeks to purchase national products and buys imported goods and 
services when Palestinian alternatives are unavailable. 

2. REFORM seeks to align its procurement policies with its vision to support marginalised 
groups, especially fieldwork. 

3. The procedures apply to all ordinary procurement operations, excluding exclusive 
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products, and/or exclusive services and/or those services that are specifically provided 
by entities, and/or the processes in which it is not easy to follow the bureaucratic 
procedures (i.e., activities in the field) given that they shall be duly subject to the 
accounting requirements.

4. The competent unit seeks to develop all templates to facilitate the implementation of 
the procurement process. 

5. REFORM seeks to build a classified database of suppliers to facilitate contacting them. 
This database shall be updated on a timely basis based on service evaluation and market 
study. 

6. REFORM seeks to build a computerised procurement system and build the staff's 
capacity to use it.  

7. The files related to procurement shall be kept for no less than seven years, including 
two copies (i.e., paper to be kept in the Association and an electronic copy to be kept 
outside the Association.)

8. Disposal Committees shall be formed for goods that are believed to be damaged, and 
the committee shall be responsible for the disposal process. 

9. The General Director shall supervise the implementation and approval of purchases 
and the conclusion of contracts resulting from the various operations.

10. When REFORM is entrusted with collecting taxes from suppliers, it shall always seek to 
purchase goods and services from suppliers committed to tax payment, provided that 
certificates of deduction at source or a letter of authorisation to deduct tax from the 
total amount shall be sent along with quotations.

11. The Association usually issues requests for quotations and bids in English while reserving 
the right to use an Arabic version to facilitate the control of the files, as the Procurement 
Coordinator issues them.

12. A controlled committee shall be present in major tenders that are granted through 
bidding. 

6.3. Objectives of Procurement Procedure 
The procurement procedures aim to facilitate the flow of goods and services in proportion to 
the needs specified for its standard operations and obtain competitive prices with the best 
specifications.

6.4. Procedural Manual Objectives
1. Organise purchase operations and standardise their procedures.

2. Promote transparency and good governance.

3. Perform procurement processes in line with REFORM's statute and code of conduct.

4. Perform procurement process in line with the relevant legal frameworks and best 
international practices.
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5. Rationalise expenditures and control consumption.

6. Improve the policy of visibility towards the public and regulatory authorities.

7. Clarify financial and administrative responsibilities in the Association.

8. Organise accounting operations, bookkeeping, and records related to the purchase 
process.

9. Enhance planning competencies associated with procurement.

10. Support and inform financial planning.

6.5. Responsibilities and Competence
• The Technical Support Unit is considered to have the mandate to enforce procurement 

operations, provided that a Procurement Committee with partially changeable 
membership shall be formed for each purchase process.

• Partially changeable Procurement Committees shall be formed according to the subject 
of purchase, provided that they shall consist of the Operations Officer, or a delegate 
from the Operations Unit, the Purchase Requester and the Procurement Coordinator. 
An experienced external consultant can be summoned in some cases. The Association 
requests a quotation out of its business scope, provided that the number of committee 
members shall not be less than three. The chair and internal control committee members 
and any of the board members have the right to take part in the price analysis session 
in coordination with the chair of the Procurement Committee. The Committee shall 
submit recommendations to the General Director for a decision. 

• Participation of any Board members, General Assembly members, or external advisors 
is an advisory and for monitoring purposes, respectively.

• The Procurement Coordinator, in cooperation with the Head of the Technical Support 
Unit, shall perform the following:  

1. Ascertain the need

2. Review the purchase request after obtaining the approval of the Head of Technical 
Support Unit

3. Prepare a bid document, per the applicable policies

4. Submit the awarding recommendations to the General Director, provided that 
the recommendation shall be issued with a majority of the members of the 
Procurement Committee

5. Ensure that the good or service is supplied according to the supply orders

6. In cases where the Association does not have sufficient experience to receive a 
commodity or service related to its business, an independent person shall be assigned 
to receive the goods and services and compare them with the purchase orders.

• The General Director or designee shall supervise the formation of committees and the 
progress of procurement operations and approve the issuance of supply orders and 
unanimous awarding upon the recommendation of the chairman of the Procurement 
Committee.
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6.6. Procurement and Expenditure Policies 
1. The procurement processes shall preserve REFPRM's general interest while maintaining 

free competition amongst suppliers. 

2. The full specifications of the goods to be purchased shall be clearly defined before the 
purchase process, including:

• An accurate and clear description of the technical requirements for the required 
materials

• Requirements and factors that shall be met by the supplier and which will be used 
in the evaluation of each proposal

• A description of technical requirements for the tasks to be performed and the level 
of execution, if possible

• Specifications that the supplier shall meet

3. The specifications shall be determined by a party that does not have the authority to 
approve the purchase and is not a party to the evaluation process. It is also impermissible 
to obtain the specifications from one of the applying suppliers.

4. Internal "Purchase Requests" shall be used. Purchase requests are internal templates 
under which a purchase request is made for a specific good/service, and this request is 
directed to the competent authority to approve the purchase. It is not permissible to 
purchase directly without using this request. The purpose of using purchase requests is 
to organise the purchasing process and is a control tool for Head of Technical Support 
Unit to verify the availability of the necessary Budget before approving the request.  

5. Approval of purchase requests shall be done according to the privileges stated in the 
tables below:  

6. For services (audit, evaluation):

• Per the expected value of the services, a Request For Quotations (RFQ) shall be made 
following the purchasing methods and powers listed below. (The specifications 
shall be determined by a party that does not have the authority to approve the 
purchase and is not a party to the evaluation process. It is also impermissible to 
obtain specifications from one of the applying suppliers).
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6.7. Procurement Methods and Authorities (for Goods and Services) 

6.7.1. Procurement Methods 
• Goods and Services 

Purchase Value Procurement Method 

1 – 3500 ILS Direct Purchase 

3501 – 20,000 ILS Request of no less than 3 written quotations 
(sealed bid) from suppliers known for quality 
and moderate rates

More than 20,001 ILS Requires a (Request for Quotations RFQ) in local 
newspapers or specialized websites. 

6.7.2. Procurement and Expenditure Authorities 
• Goods and Services 

Purchase Value Procurement Method 

1 – 1000 ILS By the Head of Technical Support Unit

1001 – 3500 ILS Operations Officer and Head of Technical 
Support Unit with the Approval of General 
Director 

3501 – 20,000 Procurement Committee 

More than 20,001 ILS Procurement Committee with involvement of 
the Control Committee 

6.7.3. Stages of Procurement Process 
6.7.3.1. Direct Purchase 

The direct purchase process shall be carried out for purchases with a value that 
does not exceed 3500 ILS for each purchase, provided that purchases shall not be 
intentionally broken over more than one stage to induce direct purchase. 

Direct purchase fall under two categories of authorities: 

• The Head of Technical Support Unit’s authority for amounts up to 1000 ILs

• The Head of Technical Support Unit’s authority with the approval of GD for 
amounts that exceed 1000 ILS up to 3500 ILS

6.7.3.2. Purchase through Request for Quotations in a Sealed Envelope

1. Stages of Purchase through Request for Quotations in a Sealed Envelope (from 
3,501 up to 20,000 ILS): 

ͳ Quotations shall be obtained through sealed envelopes and direct submission. 

ͳ At least an announcement shall be published on the web page, and suppliers 
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on the updated list shall be contacted. Sealed envelopes shall be personally 
handed over to the Procurement Coordinator at REFORM. 

ͳ It shall be announced on at least one of the local newspapers or a specialised 
webpage, in addition to REFORM’s website. The suppliers of such services 
or goods shall be contacted and notified of the advertisement. The 
advertisement cost shall be calculated under the total bid costs and shall 
be covered by the selected supplier or otherwise proportionally covered by 
the selected suppliers. Sealed quotations shall be handed to the competent 
authority at REFORM. 

6.7.4. Negotiation on Procurement Processes
REFORM adopts the principle of negotiation with suppliers in cases of direct purchase 
to reach the lowest possible prices to rationalise expenses. However, in purchase cases 
through quotations or tenders, the Association resorts to negotiating prices by the 
Procurement Committee. This is performed after analysing the prices and determining 
the percentage of the increase in the Budget, whereby contacting the suppliers who 
obtained the highest technical and financial evaluation. However, it reserves the right 
to contact the first ranking supplier unless the second is close to the first.

• Any subsequent information to the bid submission or the Request for Quotations 
shall be documented and circulated to all suppliers who have expressed a desire 
to provide the service in the same way it was announced in the bid.

• When there is any inquiry about one offer, the inquiry process is documented 
either by a written message or e-mail. It is sent to all applicants before they 
submit the offers.

• Offers that do not include all documents required in the offer shall be excluded, 
and the offer shall be rejected on the grounds of incomplete documents. 

• In necessary cases that cannot be delayed and provided that there is force 
majeure that cannot be ignored, such as emergencies or the short period for 
supply, purchase, supply, and implementation of the activity, the Association shall 
be entitled to purchase beyond the regulation at a total cost that does not exceed 
the maximum permissible limit for direct purchase in its various stages. This is 
done after orally referring to the Head of Technical Support Unit and the GD by 
RFQ on the phone, provided that it shall be later documented.

Billing and transferring ownership in the procurement process

After the purchase process, the Association shall submit the following financial 
documents:

1. A financial claim for the amounts owed

2. Tax invoice containing the following:

ͳ Issue Date

ͳ Authorized dealer number

ͳ Invoice serial number 
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ͳ The name of the Association/Company that was purchased from

ͳ Items of purchase are detailed and clear within the invoice

ͳ The price of the purchased materials is shown in units and in total

ͳ Total invoice amount in numbers and letters

ͳ Taxes resulting from buying and selling

3. Detailed delivery certificate

4. A receipt form from the Unit requesting the service and the Procurement 
Coordinator according to the form

5. Authorisation to withholding tax unless there is a valid source deduction certificate

6. Authorisation to receive the due amounts from the competent authority

7. A financial claim shall be prepared by the employee requesting the service and 
approved by the Operations Officer. 

8. A receipt voucher of the due amounts, duly enclosed with a copy of the recipient’s 
identity and signature

6.7.5. Procurement Methods Policies 
1. Under no circumstances may the value of purchases be divided to bypass the 

above procurement methods and privileges.

2. A list of approved suppliers shall be maintained and constantly updated for the 
main needs of REFORM to facilitate the procurement process. 

3. The list of suppliers shall include the names, addresses, telephone and fax 
numbers, and contact persons. 

4. Envelopes shall be signed while closed by all committee members, and the Bid 
Evaluation Committee shall open bids’ envelopes in the presence of all committee 
members. Empty envelopes shall be kept with the bids.

5. Any unsigned and sealed offers, including offers written in pencil, shall be 
rejected, given that all offers shall be written in ink or typed using a computer.

6. Any offers that contain deletion or modification shall be rejected unless this is 
confirmed by the signature and seal of the applicant.

7. Prices shall be analysed using the “Analysis of Quotations” form, and the 
committee shall document the evaluation results and the decision of awarding 
on the “Analysis of Quotations” form. All committee members shall sign the 
“Analysis of Quotations” form, and the evaluation results shall be submitted for 
the approval of the General Director.

8. The winning supplier shall be notified in writing upon the instructions of the 
General Director, and the others shall be informed by phone or via e-mail that 
they have not won after the contract with the winner has been signed.

9. The original copy of the purchase documents (quotations, correspondence, and 
quotation analysis form) shall be kept in the procurement files. The winning bid 
and agreement shall be attached to the payment transaction.
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10. An agreement shall be signed with a serial number with the winning supplier 
documenting all the terms and other provisions related to the supply, penal terms, 
etc., based on each case regarding the submitted offer. This agreement shall be 
signed for all bids published in the newspapers and quotations to avoid disputes with 
suppliers. As for simple and clear purchases, e.g., supplying a device, or transactions 
that do not exceed 3,500 ILS or its equivalent in other currencies, shall not require an 
agreement, but only a supply order and a few conditions concerning the price offer.

11. In the case of purchases of less than 1,000 ILS, a purchase order (supply order) shall 
be issued, and the Head of Technical Support Unit shall sign it. The required terms 
and conditions shall be set according to the requirements without the need to agree.

12. If the value of the contract is between 1,000 ILS to 3,500 ILS, a purchase order 
shall be made in accordance with Article 11 above but shall be signed by the 
General Director.

6.8. Reception and Examination  
1. The supplier shall be required to send the official invoice along with the goods.

2. The supplier shall be required to have the official invoice detailed, clearly specifying 
items, prices, and quantities.

3. After examining and validating the invoice, the concerned unit shall receive purchases 
(goods) acquired through the tender process. The invoice shall also be checked 
mathematically to verify that prices in the invoices and items match the prices in the 
tender offer. The Procurement Coordinator shall also ensure that the name of the 
REFORM appears on the invoice. 

4. If the received items require a technical examination (e.g., computers), this shall be 
done by a qualified person.

5. The Head of Technical Support Unit shall ensure that the receiving process is duly 
documented.

6.9. Payment and Registration 
1. Two days per month shall be allocated for payment to avoid confusion at the Technical 

Support Unit and the authorized signatories. All concerned parties, i.e., coordinators, 
shall prepare the transactions and ensure they are completed five days before the given 
dates.

2. The payment mechanism takes two forms:

• Cash payment for amounts (0-400) ILS.

• Payment by check for amounts (401 ILS and above).

• It is preferable to pay through a bank transfer for amounts exceeding 7,000 ILS or 
its equivalent in other currencies, indicating that the beneficiary shall be bearing 
any consequent commissions.

3. In advance of the procedures, informing the service provider to avoid disagreement on 
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the indirect payment process is necessary.

4. The amounts related to the transportation of the beneficiaries and the expenses of field 
activities are not subject to the payment mechanism.

5. Payment shall be made based on a fulfilled financial transaction consisting of all the 
following; otherwise, the transaction shall be rejected:

• Payment Order (formerly a financial claim) with full details according to the 
template contained herein.

• Responsibility for preparing this application rests with the direct facilitator of the 
activity.

• Approved Purchase Request.

• The original invoice (with the signature of receipt in case of direct purchase).

• The receipt report (goods) in the case of offers and bids, and the progress report 
for services.

• A financial claim is submitted by the provider of services or goods and approved 
by the recipient of the service or commodity.

6. The Technical Support Unit shall reimburse the completed transactions no later than 
three weeks from the date of their receipt.

7. A discount at source certificate shall be requested from suppliers under long-term 
(annual) agreements, e.g., stationery suppliers, office supplies, etc. The discount at 
source shall be applied in line with the laws in force. Payments may not be divided to 
bypass the enforcement of the discount at the source. It is also not permissible to agree 
with any supplier orally or in writing to exempt them in violation of the law.

8. When the payments are due, the accountant, after examining and checking the required 
reinforcements, shall sign the payment order in the designated part and prepare the 
checks and transfers.

9. The Head of Technical Support Unit shall review the transaction and verify the accuracy 
of the information, including the cost centers within the accounting program, and sign 
the payment order in the designated part.

10. Transactions shall be signed by the GD and then sent to the authorised signatories to 
sign the checks/ transfers. 

11. Deliver the checks (having been stamped and copied) to beneficiaries, take their names, 
signatures, and identity numbers on a copy of the check, as well as receipt vouchers 
from associations. As for transfers, they shall be sent to the bank, while a copy shall be 
kept and stamped by the bank to indicate receipt.

12. The accountant shall stamp the paid invoices and all related transactions with a “paid” 
stamp when the check is received or the transfer is sent to the bank.

13. The accountant shall record the payment via a computerised voucher.

14. The Head of Technical Support Unit shall review and commit the voucher and verify the 
accuracy of accounts after the committing.

15. All original transaction papers shall be attached to the computerised voucher and kept 
in sequential order in the voucher file.
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6.10. Exclusive or Sole Supplier 
REFORM may encounter cases in which the value of purchases exceeds the direct purchase 
limit, but at the same time, it is unable to request quotations for reasons including:

• The supplier’s work is very professional, and there are no competitors.

• The nature of the goods or the nature of the area.

• The supplier is an exclusive agent for a specific franchise, and no alternative is available 
for the desired item for technical reasons.

In these cases, the direct purchase shall be made, with the need to document the reasons in 
writing in a detailed memorandum signed by the Procurement Committee, endorsed by the 
General Director, and approved by the Chair of the Internal Control Committee.

6.11. Transportation and Use of Vehicles 
REFORM adopts the fees of public transportation per the rates of the Palestinian Ministry of 
Transportation for payment.

1. Staff members: Each staff member shall submit a list of his/her monthly transportation, 
commissioned by a responsible authority at REFORM. The staff member shall submit 
the statement once at the end of each month, provide the information shown in the 
attached form and sign it with the approval of his/ her superior. 

2. Volunteers and other individuals: Each beneficiary shall submit a statement of his/her 
transportation at the end of each activity. The beneficiary shall submit the statement, 
provide the information shown in the attached form and sign it with the approval of his/ 
her direct supervisor and the Head of Technical Support Unit. 

3. As for vehicles, the following policies shall apply:

• A detailed travel log shall be kept in the car as shown in the attached form, and 
every person who uses the car shall fill in the required data.

• The accountant shall track the accuracy of the travel log and analyse the monthly 
car expenses compared to the information contained in the statement, especially 
quantities of fuel used in traveled distances.

• If the car is used for personal purposes, the user shall pay 1.5 ILS for every kilometer. 
This sum shall be collected at the end of each month.
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CHAPTER SEVEN:

7. Salaries and Benefits 

7.1. Financial Policies
1. Each Unit shall have a daily timesheet that includes the staff names, time of attendance, 

and time of departure to monitor the actual working hours of staff. This sheet shall be 
filled out and signed by the staff member and signed by the HC employee. 

2. Salaries shall be subjected to the Budget signed with the project funder.

3. Salaries shall be paid in the base currency of the Association (ILS), and the exchange 
rate shall be calculated through Arab Bank’s website should the currency be other than 
(ILS) upon entry at the accounting system. 

4. Payment shall be made in the currency stated in the contract of the staff member. 

5. Income tax shall be deducted from staff’s salaries per the income tax laws in force. All 
tax exemptions shall be supported with official documents.

6. Salary deductions shall be paid monthly to the income tax unit no later than the fifteenth 
of the following month.

7. Salaries shall be paid via wire transfers or – in very limited cases, i.e., lack of bank 
accounts for new staff- with checks to the first beneficiary. Salaries shall never be paid 
in cash under any circumstances.  

8. Salaries shall be paid at the beginning of every month, no later than the fifth of the 
subsequent month. 

9. Pay slips shall be prepared and delivered to the staff every month and signed by each 
staff member.

10. Prior approval for overtime shall be obtained by completing the overtime request form 
and signing by the GD. Normally a leave during the week is granted to a staff member 
in return for a working day, should s/he attend work during a holiday. Should the staff 
member not take that leave in the same week for work-related reasons, s/he will have 
another chance to take it the next week only. 

11. The Head of Technical Support Unit shall maintain a file for each staff member containing 
the following at least: 
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• Academic qualifications

• A work contract that states salary and other benefits of the staff member

• A job description, signed by the staff member and GD

• Identification documents (copy of ID card) and valid passport, if the position 
requires one

• A recent personal colored picture

• An updated CV

• Academic certificates, certified courses, and previous experiences

• Tax exemption supporting documents

• Copies of all relevant correspondence

• All correspondence concerning the staff member, i.e., assignments, instructions, 
evaluations, penalties, etc. 

12. Staff files shall be kept in closets and regularly updated. 

13. The provision for end of service shall be recorded in the account monthly according to 
the Labour Law.

14. The staff indemnification reserve shall be deposited in a special bank account that shall 
not be used for anything other than this purpose.

15. REFORM adopts a savings system, whereby 2.5% of the staff salary is deducted, and the 
same value is contributed and deposited in an independent bank account fed monthly.

16. The end of service liabilities shall be paid in full (100%) and calculated based on the 
last salary multiplied by the number of years of employment, including fractions of the 
year unless the grounds for deducting any amounts from such liabilities are available in 
accordance with the law.

17. In some cases where funders request the end of service payment at the end of each 
year, the dues shall be disbursed to staff working under this specific grant, and clearance 
shall be made with such staff upon disbursement. Such amounts shall constitute 
advance payments for the staff member from the savings amount (end of service) if s/
he continues to work for the Association. The Technical Support Unit shall calculate the 
end of service from staff members› first working day at the Association and subtract the 
advances received from the end of service amount.

18. REFORM shall open an independent account to deposit due amounts and deduct the 
end of service amount monthly or based on the availability of funds. 

19. The Association shall negotiate with the bank to obtain an interest rate to avoid 
erosion of the amounts due to the debited interests. Such interests shall be the right 
of the Association and are not disbursed to the staff within their entitlements. These 
receivables shall be recorded under revenues and declared within the Association’s 
annual revenues. 

20. As for the end of service savings, the interests resulting from this shall be processed 
based on a proportional percentage of each staff member›s share of the total amount 
and regard to the Association’s contribution. The amount due from the interests shall 



Financial  Manual 53

be divided according to the Association’s share of its contribution. The rest shall be 
divided amongst the staff based on the percent of their contribution.

21. The due savings shall be disbursed to the resigning staff member based on his/her full 
contribution, the Association’s contribution, and the interest resulting from his/ her amount 
per the amounts obtained from the bank, after two years of the staff members member›s 
participation in the savings program. Should the staff member resign before the two years, s/
he shall be entitled to his/ her contribution only, plus interest resulting from this percentage. 

7.2. Procedures for Preparing and Paying Salaries

Person in Charge Procedure

HC Coordinator 1. Review staff time reports, compare them to the daily 
timesheet, and sign them.

2. Prepare a list of the names of staff members enclosed 
with the time reports and submit them to the Head of 
Technical Support Unit. 

Accountant 3. Review the list and time reports and comment on 
them. The data shall be entered into a salary statement 
to duly calculate the income tax. Then this is printed 
out, including names and total salaries, and income 
tax and net salaries for payment are deducted.

Head of Technical Support Unit 4. Reviews the list to verify the data and signs it to confirm 
revision. This shall be endorsed by the financial control 
and sent to the GD for revision and remarks. 

Accountant 5. Prepares a journal entry to record and keep salaries 
as follows: 

From the Salaries Account (distributed on cost centers, 
funders, and projects as appropriate)

To the Staff members’ Accounts

Income tax Account 

6. Sends the transaction to the Head of Technical Support 
Unit

7. The GD shall perform the necessary reviews. 

Head of Technical Support Unit 8. Reviews the transaction with the saved journal 
entry, commits, and signs it. 

Accountant 9. On payment, s/he prepares a bank transfer 
letter addressed to the contact person at the bank 
according to the enclosed form at the end of this part. 
The accountant also prepares and saves a payment 
voucher, as follows: 

10. From the staff accounts

11. To the bank account
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Head of Technical Support Unit 12. Reviews the transfer letter and saved payment 
voucher, 

13. Commits the saved payment voucher, encloses it 
with the transfer letter, and sends the transaction to 
the signatories. 

Authorized Signatories 14. Review the payment voucher, match it to the transfer 
letter, sign the payment voucher and transfer letter, 
and return it to the Technical Support Unit.

Accountant 15. Sends the wire transfer to the bank to be spent. 

Key documents and supporting papers that should be available in the salary entry and 
payment: 

7.3. Proof of the basic salary
1. Any deductions related to advance payments or health insurance (staff member’s share)

2. Any additions or increments (administrative decision, annual raise, salary modification)

3. Timesheet

7.4. Staff Personal Advances (Loans)
1. Personal advances shall be granted with a GD approval subject to all of the following 

rules: 

• The value of the advance shall not exceed the total actual monthly salaries and a 
maximum ceiling of 60% of the provision for the end of service benefits due to the 
staff.

• Reimbursement shall be with a percentage that does not exceed 10% of the 
monthly salary. 

2. When the staff member quits work, his/ her financial dues shall not be paid before 
clearing him/ her custody and any other entitlements. Clearance shall be documented 
in writing by all the concerned sections according to the adopted form,

3. In a few cases, subject to the availability of resources for special conditions (illness or 
urgent humanitarian cases), a staff member can be given an advance or a soft loan, free 
of interest, under the same previous conditions for loans. Repayment shall be made 
according to the above provision. It is noteworthy that the Association shall not be 
obligated to grant any advances or loans to the staff. However, at the staff member’s 
request, the Association’s rights to the loan, advance payments, or health insurance 
share can be collected at rates above 10% of the salary.

Repayment of advances, loans, or any contributions from the staff shall be made from 
his/ her salary, i.e., cash payment is not permissible, to avoid any flaws or misreport of 
amount reinstating. 
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CHAPTER EIGHT:

8. Financial Report and Statements
 

8.1. Financial Policies
1. This section aims to introduce practical policies for financial reporting, being a key 

element to financial management. The policies herein aim to:

• Ensure that the financial reports are prepared according to the accounting 
principles adopted to meet the needs of the management, the financiers, and 
other control bodies.

• Ensure that the financial reports are prepared in a professional, reliable, and timely 
manner.

• Ensure that the financial reports enable the reader to understand REFORM’s 
business activities and outcomes.

• Ensure that the instruments and documents related to the financial reports are 
properly maintained.

2. In addition, this chapter will include a summary of the information stated in other 
chapters since financial reporting is already incorporated in the other chapters. 

3. The responsibility of preparing the financial reports lies with the Head of Technical 
Support Unit with assistance from the accountants.  

4. When preparing the financial reports, the following shall be taken into consideration:

• The reports shall be clear and organized.

• The reports shall be signed, sealed, and dated.

• The reports shall be sent to the authorised Unit, and the content of the financial 
reports shall be kept confidential.

• Copies of the financial reports shall be maintained, and a numbering system should 
be used for the financial reports to facilitate future reference.

5. The files and documents shall be kept for a minimum of seven years, comprising two 
paper copies and two electronic copies; one in the Association and the other in a store 
outside the Association.
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8.2. The Required Financial Reports
The below table summarizes the required financial reports:

No. Report Time Prepared by Reviewed by Approved by Remarks

1 Annual Budget Annual REFORM 
Budget 
committee 
chaired 
by  Head of 
Technical 
Support Unit

 GD The Board It has been 
explained and 
templates are 
provided herein. 

2 Bank 

reconciliations
Monthly The

competent 
accountant

Financial 
Controller 

Head of 

Technical 
Support Unit

It has been 
explained and 
templates are 
provided herein. 

3 Grant balance 
report 

Monthly or 
as required 

Competent 
accountant 

Head of 

Technical 
Support Unit

GD It has been 
explained and 
templates are 
provided herein. 

4 Trial balance Monthly or 
as required 

Accountant Financial 
Controller 

Head of 

Technical 
Support Unit

Automated and 
can be printed 
out on request 

5 Statement 
of financial 
position

Monthly or 
as required 

Accountant Financial 
Controller 

Head of 

Technical 
Support Unit

Automated and 
can be printed 
out on request 

6 Statement of 
activities 

Monthly Accountant Financial 
Controller 

Head of 

Technical 
Support Unit

Automated and 
can be printed 
out on request 

7 Statement of 
cash flows

Monthly Accountant Financial 
Controller 

Head of 

Technical 
Support Unit

Automated and 
can be printed 
out on request 

8 Cash balance 
report 

Bimonthly 
on signature 
of payments 

Accountant Financial 
Controller 

Head of 

Technical 
Support Unit

An excel 
sheet shall be 
prepared based 
on the bank 
reconciliations 
and transactions. 

9 Progress 
report 

Monthly for 
operation 

Operations 
Officer

GD GD A qualitative 
and quantitative 
report shall be 
prepared 



Financial  Manual 57

10 Progress 
report 

Monthly for 
the AF Unit  

Accountants, 
procurement, 
and admin. 
Assist.

Head of 

Technical 
Support Unit

GD A qualitative 
and quantitative 
report shall be 
prepared 

11 Procurement 
plan report 

Daily Procurement 
Coordinator

Head of 

Technical 
Support Unit

Head of 

Technical 
Support Unit

A statement shall 
be produced 
from the 
procurement 
system. 
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CHAPTER NINE:

9. Record Keeping

9.1. Financial Policies 
This chapter aims to set policies related to data and information documentation and shall 
cover the following: 

• Closure of accounting records

• Data backup

9.2. Closure of Accounting Records
Below are the instructions on the closure of the accounting records:

1. The records of each month shall be closed by the tenth of the consecutive month. 
Month closing means that no one can apply for accounting entries with a date in that 
month. Therefore, it shall be ensured that all transactions of the month are recorded 
prior to the closure date.

2. If there is an urgent need to make an entry to the accounts of a given month after the 
closure of that month, the Head of Technical Support Unit shall be entitled to reopening 
the month and committing the entry, then closing the month again.  

3. As to closing the fiscal year as a whole, this shall be done after making sure that 
everything related to the year has been entered. The fiscal year shall be closed by the 
end of the first month of the consecutive fiscal year.

9.3. Data Backup
A backup is a key tool for any association since data is at the core of its business. Thus, 
preserving data from loss or damage is an essential task at REFORM, given that it uses an 
online financial system. This means that the data is stored on the accounting software 
provider. Following are the policies related to backup: 

1. Periodic check of saving all financial transactions as a “PDF” file on the “Server” as per 
the same coding. 

2. At the end of the fiscal year, after the accounting of the year has been closed, a copy of 
financial reports shall be printed, including the following at the minimum:  

• Trial balance
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• Statement of the financial position

• Statement of activities

• Ledger of all accounts

These reports shall be documented as a backup source of information regarding the previous 
years by the Head of Technical Support Unit, and it is the same version to be submitted to the 
external auditor after having performed all final closure entries. 
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CHAPTER TEN:

10. External Audit
 

10.1. Financial Policies
The role of the external auditor is to express an opinion as to whether the financial statements 
fairly appear in all core aspects, the financial position of REFORM, its outcomes, and the cash 
flow during a specified period of time according to specific accounting standards.

Below are the key policies in relation to external audit:

1. Every year or three years, the General Assembly of REFORM appoints a qualified auditor 
who has experience in auditing non-profits and funded projects. 

2. The financial statements shall be audited according to the international auditing standards 
and any other accepted standards.

3. The management of REFORM shall prepare all data and schedules requested by the 
auditor without delay.

4. The auditor shall complete the auditing process within the specified time limit, provided 
that the period does not exceed the end of the first quarter of the following fiscal year, 
and provide the management with the following:

• Draft financial data with draft auditors’ report

• A list of proposed adjusted entries

• A letter of recommendations on the accounting system and auditor’s propositions 
to enhance the internal control system.  

5. The management of REFORM shall review the draft financial data and compare figures 
with its accounting records. It shall also review adjustment entries proposed by the 
auditor and accept or reject them through discussion with the auditor. 

6. The auditor shall issue an adjusted draft financial data if required. 

7. The management of REFORM shall provide the auditor with a general representation 
letter before issuing the final version of the financial data. 

8. The auditor shall issue the final financial data after REFORM endorses it. 

9. The management of REFORM shall follow up on the implementation of the remarks 
stated in the remarks letter, under the lead of the Chair of the Board, with the Internal 
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Audit Committee, the Board Treasurer, the GD, and Head of Technical Support Unit. 

10. The term of the same auditor shall not exceed three consecutive years. The auditor could 
be changed before the end of this duration if his/ her performance was not satisfactory 
in terms of quality, timing, and other professional requirements. 
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10.2. Templates

  

 

  

 
Template (1) 

The Palestinian Association for Empowerment and Local Development – 
REFORM 

 
Petty Cash Record  

 
 

From Administrative Assistant 
To The Head of Technical Support Unit  
Date  

Petty Cash Record for the period from …….. to ……..  
Greetings, 

 
Below is a detailed statement for the petty cash expenses paid from my account from ……… to ….. …  
Kindly replenish the remaining amount to the petty cash account, and prepare a check of ….. for the next 
month.  

No. Date Recipient Name Invoice or 
Voucher 

No. 

Details Amount Balance 

       

       

       

       

 

Signature of Administrative Assistant  

Accountant Audit   

Head of Technical Support Unit 
Approval 
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Template (2) 

The Palestinian Association for Empowerment and Local Development – 
REF R  

 
Supporting Note for Expenditure with No Invoices  

 
 

Date  

 
To  Head of Technical Support Unit 

 
Kindly approve the following expenses that were paid without receiving official invoices.  

No. Date Type of 
expense 

Name of 
Supplier 

Amount  Reason for lack 
of Invoice  

Receipt 
Voucher 

Pro ect Name 

       

       

       

Total   

 

Sta  em er s Signature   

 
 

 
* Application shall be submitted prior to payment  
 
 

Head of Technical Support 
Unit s Approval 
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Template (3) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

Advance Payment Re uest for Activities  
 

Date  

To Head of Technical Support Unit 

 
Kindly approve the payment of ( …… ILS) in words ( ……… ILS only ) to cover the expenses detailed in the 
table below for the month of ………, since it cannot be paid via a check or bank transfer.  

 

No. Pro ect Name Activity Title Type of Expense Amount in ILS 

     
     
     
     
     
     
     

Total  

Name  Signature of Sta  em er 
 

Superior s Approval 
 

Head of Technical Support Unit s 
Approval 

 

 
General Director s Approval in the 
Event of Coincidence with a Previous 
Advance Payment  

 

 
Note  Enclose this with the Purchase Requisition 
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Template (4) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

Receipt Voucher  
 
 
  
                        No……  
 
           ILS             AG  
     
 
 
                                                                                       

Cash               Check          Wire Transfer
 

 
 Receipt Voucher 
 

Received from  
............................................................................................................................. ............ 
 
The Sum of  
......................................................................................................... ................................ 
 

n Account of   
............................................................................................................................. ............ 
......................................................................................................................................... 
 

 
  
 
 
 

 

Check N .  Bank  Due Date  Amount in ILS Ag 
        
        
        
        
        

Date: ………………..            Signature 
 
* Checks are considered paid only when date is due 
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Template (5) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

Fixed Assets Record  
 
 

 eulaV kooB
 

Ba
la

nc
e 

 

Ac
cu

m
ul

at
ed

 
De

pr
ec

ia
tio

n 
 

De
pr

ec
ia

tio
n 

Ex
pe

ns
e 

 

Da
ys

  

Ba
la

nc
e 

 

Am
ou

nt
  

Do
cu

m
en

t  

Da
te

 

De
pr

ec
ia

tio
n 

Ra
te

 

N
o.

 o
f B

ud
ge

t 
Ite

m
  

Pr
o

ec
t 

N
um

er
 

Pr
og

ra
m

 
N

um
er

 

Fu
nd

er
  

 
 

             

 
 

             

 
 

             

 
 

             

 
 

             

 
 

             

 
 
 
 
 
Accountant   

 
Head of Technical Support 
Unit 

 
 

General Director’s Approval   
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Template (6) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

Disposal Donation Sale Re uest 
 

From embers of the isposal ommittee  

To General Director 

Date  

Greetings, 
 
Kindly approve disposal of the following fixed assets  

No. Description uantity Date of Purchase Cost Total Book 
Value 

Item Location  

       

       

Disposal Information  

Reasons 1.  …………………………………………………….. 

2.  …………………………………………………….. 

3.  …………………………………………………….. 

ethods  

Notes 1.  ……………………………………………………. 
2.  ……………………………………………………. 

 

Name and Signature of Applicant   1.  …………………………………………………….. 
2.  …………………………………………………….. 
3.  …………………………………………………….. 

General Director s Approval  

Endorsements   
Chair of Internal Audit Committee  
Treasurer  
Chair of the Board  
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Template (7) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

Pro ect Budget Report  
 
 

Pro ect Name  Currency  

Funder  Report Period  

N
o.

 

 ni eltiT ytivitcA
th

e 
Bu

dg
et

 

Al
lo

ca
te

d 
Am

ou
nt

 

Ac
tu

al
 E

xp
en

se
 

Cu
m

ul
ati

ve
 

Ex
pe

ns
es

 

Ba
la

nc
e  

Pe
rc

en
t o

f 
Ex

pe
nd

itu
re

 
fr

om
 th

e 
To

ta
l 

Al
lo

ca
tio

n 

N
ot

es
 

        

        

        

        

  

Accountant Signature 
 

Head of Technical Support Unit 
Endorsement  

 

General Director’s Approval 
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Template (8) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

Purchase Re uest  
 

 Date 

 From/ Sta  
em er s Name   

Head of Technical Support Unit To   

 Pro ect and Funder s 
Names   

 Purchase usti cation 
 

 T R shall e 
enclosed 
 

Budget Item Total  Unit Price  No. of 
Units  

Unit Description  No.  

 
 

      

 
 
 

    
 

  

 
 

Total 

 
 Staff Member’s 

Signature  
 

 Approval of Programs 
Director   

 
 Head of Technical 

Support Unit   
 

ecommenda on  
 

       Direct      Re uest for uotation     Tender   Purchase Method  

 General Director s 
Approval  
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Template (9) 

The Palestinian Association for Empowerment and Local Development – 
REF R  

 
List of Suppliers 

 
 
 
* The list shall be constantly updated with the adopted evaluation  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

First 
Name 

Surname Company 
Name 

Position  Email  ork Tel- 
No.  

o ile No.  Fax No.  
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Template (10) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

Re uest for uotation via Phone Email 
 

 
 
 

Information  

taff ember s ame  osition   

ate  ype of ervice  upply  

urpose of urchase  

uotation for Each Supplier  

 

uote  Supplier s Name uantity Unit Price Total 

No.          

No.          

No.          

     

  

taff ember s ignature  

ead of echnical upport 

nit s Approval and eason 

 

 

 

eneral irector s ecision  
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Template (11) 

The Palestinian Association for Empowerment and Local Development – 
REF R  

 
Re uest for uotation  

 
 

 
 
Date: …………….. 
 
Dear Sirs/ Madams,  
 
 

Su ect  Re uest for uotation 
 
 
The Palestinian Association for Empowerment and Local Development—REFORM would like 
to request your quotation for the following supplies as per the following:   
 
Kindly deliver by (date)  ………… 
 
 
Details  
……………………………………………………………………………………………… 
……………………………………………………………………………………………… 
……………………………………………………………………………………………… 
……………………………………………………………………………………………… 
……………………………………………………………………………………………… 
 
 
Remarks  
……………………………………………………………………………………………… 
……………………………………………………………………………………………… 
……………………………………………………………………………………………… 
 
 
* For more information, please contact phone No. …………………. 
 
Sincerely,  
 
The Head of Technical Support Unit 
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Template (12) 

The Palestinian Association for Empowerment and Local Development – 
REF R  

 
Price Analysis Template  

 
 

Date: …/…/…… 
 
From:  Procurement Coordinator To: General Director 
Subject:  Project:  

 
With reference to the subject, and based on the application of our colleague Mr./ Ms. 
…….  a request for quotation to purchase ………….., a RFQ was sent to ………. suppliers, and 
we received quotations from ……. suppliers, as follows:  
 
Companies/ Suppliers which sent quotations:  

1. …….. 
2. …….. 
3. …….. 

 
Companies/ Suppliers which did not send uota ons:  
……… 
 

I. Bid Opening  
  
* he ommittee composed of the following members opened the quotations: 

1. ………..: Chairperson  
2. ………...: Member  
3. ………...: Member  
 
 
Date and time:  
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II.  Criteria  
 

he ommittee set the following standards to evaluate the uotations:  
 

1. …… 

2. …… 

3. …… 

 

III.  Primary Remarks of Committee em ers If Any   
 
 
 

 
 

 
IV.  uotation Ta le   

 
tem  ompany o.     ompany o.     ompany o.     

1.     

2.     

3.     
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V.  uotation Evaluation Ta le   
 

Standard  Score Company No. (   )  Company No. (   )  Company No. (   )  
 

     
 

     
 

     
 

Total Score %100    
 

 
 
Final remarks y the mem ers of the Committee on the provided uotations   
 
 
 

 
 
 

Finalised and minutes closed on ……….at …….. Date and time   
 
 

VI.  Committee Recommendations   
 
Name  Recommendation  Signature  
   
   
   
   

 
For your decision  ……. 
 
General Director  
 
Signature   
 
Date   
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Template (13) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

Purchase rder ……….  
 
 

 
Supplier s Name  …………………………..  
To  ……………………………………………..                                             Date  …………. 
Phone No.  ………………………………….. 
Licensed perator  …………………………. 

 
Dear Sir/ Madam,  

 
With reference to the quotation (TOR) you provided on ………., we would like to inform you that 
we have agreed to it, as the following:  
………………………………………………………………………… ...................................................…… .......................

 ..................................................... ...........................................................................  
………………………………………………………………………… ...................................................…… .......................

 ............................................................................ ....................................................  
 
 
Speci cations   
………………………………………………………………………… ...................................................…… .......................

 ................................................................................ ................................................  
 
General and Speci c Terms   
 
………………………………………………………………………… ...................................................…… .......................

 ............................................................................................................................. ...  
 
 
Yours,  
 
The Head of Technical Support Unit  
REFORM 
  

 ........................ 
 
 

 
 
 
 
 
 



REFORM78

  

Template (14) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

Receipt of Supplies  
 
 

Date   
Following is our report on receipt of supplies requested by …………… for ……. under the ……………. project. 
 

No.  Item  Unit  Re uired 
uantity  

Received 
uantity  

 

Di erence  
 

Remarks  
 

1       

2       

3       

4       

5       

6       

7       

8       

9       

 

Recipient s Signature   

Procurement Coordinator  

Supplier s Signature   
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Template (15) 
The Palestinian Association for Empowerment and Local Development – 

REFORM 
 

Payment Order 
 

 Payment Order 
      

 Pay to:  Activity Date:        
 Date : Activity Name:  
     
 Project Title:  
     
 Project Budget Item: 
      

 
Invoice No. (if 
applicable) Amount  Description  

    
     
     
       

 
  
  

    
 Service Evaluation  

 Item  
Score 
out of 5 Remarks  

 
Commitment to 
deadline  5   

 Quality  5   
 Accepting feedback   5   
 Total  15   
      
 Activity Coordinator    Operations O cer   
     
 For the use of Technical Support Unit 
      

 
Procurement 
Coordinator’s Revision     

 Head of Technical Support Unit    
      

 
 
Approved   Remarks:     

 Not Approved        
      

 

 Signature      Date: ……… 
 

Template (16) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

Re uest to Bypass Procurement Process 
 

Date   

Mr./Ms. General Director, 
Kindly endorse bypass of procurement procedures as the following:  

Information  

Project/ Activity 
 

 

Funder  
 

Disbursement Item  
 

Details of Required 
Expense 

 

Estimated Amount  

Details of the 
Required Bypass  
 

 

Bypass Reasons and 
usti cations 

 

 
Procurement 

ommittee 
Signature 

 

GD’s Decision  
 

(   ) Approved  (    ) Not Approved  
Signature ……………………………… 
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 Signature      Date: ……… 
 

Template (16) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

Re uest to Bypass Procurement Process 
 

Date   

Mr./Ms. General Director, 
Kindly endorse bypass of procurement procedures as the following:  

Information  

Project/ Activity 
 

 

Funder  
 

Disbursement Item  
 

Details of Required 
Expense 

 

Estimated Amount  

Details of the 
Required Bypass  
 

 

Bypass Reasons and 
usti cations 

 

 
Procurement 

ommittee 
Signature 

 

GD’s Decision  
 

(   ) Approved  (    ) Not Approved  
Signature ……………………………… 

 
 
 
 
 
 
 

 
 



Financial  Manual 81

 

Template (17) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

onthly Transportation  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Information  

 Name of Staff 
Member  

 Position  

 Month 

 

pro ect  Tasks  Amount  
 

To  From  Date  No.  

      1 .  

      2 .  

      3 .  

      4 .  

  Total  
 

 Sta  em er s Signature  

 Approval of Superior  

 Approval of the Head of 
Technical Support Unit 
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Template (18) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

Transportation Using Personal Vehicles 
 
 

Information  
Sta  

em er s 
Name 

 
  

Position   
 

onth   
 

Vehicle 
ake 

 
 

Plate No.   

 

Da
te

  

Be
gi

nn
in

g 
do

m
et

er
 

Re
ad

in
g 

in
 K

 

En
di

ng
 

do
m

et
er

 
Re

ad
in

g 
in

 K
 

To
ta

l i
n 

m
et

er
s 

 

Ta
ri

 p
er

 K
 

To
ta

l A
m

ou
nt

  

Fr
om

  

To
  

Ta
sk

s  

Pr
o

ec
t  

 
 

         

    
 

      

 
 

 
 

 
 

 
 

 
 

     

Total   ILS 
 

taff ember s ignature  
 

 

uperior Approval  
 

 

Approval of the ead of 
echnical upport nit 
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Template (19) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

Sta  Time Sheet  
 

Sta  em er s Time Sheet for the onth of ……., year ………. 
Sta  

em er s 
Name  

 

Position   

ork shift    

 

    
 
        Notes   

…………………………………………………………………………………………………………………… 
 
Signature of HC Coordinator  ................................. 

Date 
 

Arrival  
 

Sta  
em er s 

Signature  
 

Leaving  
 

Sta  
em er s 

Signature  
 

Leaving During ork Day  

1      

2      

3      

4      

5      

6      

7      

8      

9      

10      

11      

12      

13      

14      

  

Endorsement of the Head of Technical Support Unit   ...........................................  
 

 
Template (20) 

The Palestinian Association for Empowerment and Local Development – 
REFORM 

 
vertime Re uest  

 
Information  

Date 
 

 

Sta  em er s Name 
 

 

Position  
 

 

Project Title  
 

 

Reason for Re uesting 
vertime  

 

 

Num er of Hours  
 

 

 
 Sta  em er s 

Signature  
 

 

 Recommendation 
of Superior  

 

 Approval of 
General Director  
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Endorsement of the Head of Technical Support Unit   ...........................................  
 

 
Template (20) 

The Palestinian Association for Empowerment and Local Development – 
REFORM 

 
vertime Re uest  

 
Information  

Date 
 

 

Sta  em er s Name 
 

 

Position  
 

 

Project Title  
 

 

Reason for Re uesting 
vertime  

 

 

Num er of Hours  
 

 

 
 Sta  em er s 

Signature  
 

 

 Recommendation 
of Superior  

 

 Approval of 
General Director  
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Endorsement of the Head of Technical Support Unit   ...........................................  
 

 
Template (20) 

The Palestinian Association for Empowerment and Local Development – 
REFORM 

 
vertime Re uest  

 
Information  

Date 
 

 

Sta  em er s Name 
 

 

Position  
 

 

Project Title  
 

 

Reason for Re uesting 
vertime  

 

 

Num er of Hours  
 

 

 
 Sta  em er s 

Signature  
 

 

 Recommendation 
of Superior  

 

 Approval of 
General Director  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Template (21) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

Bank Transfer Letter  
 
 

Date:   /     /  
Bank of …. 
Branch of …. 
 
Dear Sirs/ Madams,  
 
 

Su ect  Bank Transfer 
 

Kindly transfer the sum of …………………. (……….) only  
 

Transferor  
 

Account Title   

Account No.   

Currency   

 
Transferee  

Beneficiary   

ID/ Licensed Operator 
No.   

Bank   

Branch   

Account No.   

Notes- Transfer Reason  

Transfer fees shall be deducted from the transferee  
 

Yours,  
 

The Accountant                    The Head of Technical Support Unit                             General Director 
 

Treasurer              Chair of the Board         Deputy Chair of the Board 
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Template (22) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

Budget of the Central anagement for the year 202x… 
Pro ect Budget for the Fiscal ear 202x … 

  
  

Actual 
202x 

Q1 of 
202x 

 
Q2 of 

202x 

 
Q3 of 

202x 

 
Q4 of 

202x 
202x 
Total 

Account 
No.  

Revenue  
            

×× Local cash donations              
  Grant  Granter Name               
  Grant  Granter Name               

×× ther Revenue Source               
  Total Revenues              
  Expenses             
-1  Direct Expenses             

×× Salaries  Reim ursement 
Pro ect Sta  only              

×× Transportation for 
pro ect implementation               

×× Training fees              
×× orkers fees             
×× Construction materials              
×× Excavation              

-2  Fixed Assets for the 
pro ect               

×× Furniture               
×× E uipment              

-3  Pro ect Direct Expenses 
(2+1)              

  Total Expenses              
  Surplus  De cit              

  

        
Prepared by Head of Technical Support Unit  
General Director’s Approval  

  
Endorsement of the Chair of the 

Board 
  

 
 
 
 

Template (23) 
The Palestinian Association for Empowerment and Local Development – 

REFORM 
 

Bank Reconciliation 
 
 

 
Period from ................ : to  .................. 
Bank and Account No.   ........................................  
Currency  : .....................................  
Bank Balance ............................ : 
Difference:   ......................................  

 
  

Spent 
Sum 

Date Debit  Credit  Balance/  Supplier 
Type 

Supplier 
Name  

Check  Voucher 
Date  

Notes  

       B. B   

          
          
          
       E.B    

 
Prepared by: Name and Signature ................................................... : 

Signature of the Head of the Technical Support Unit   ………………………………. 

Approval of the General Director ………………………………. 
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Prepared by Head of Technical Support Unit  
General Director’s Approval  

  
Endorsement of the Chair of the 

Board 
  

 
 
 
 

Template (23) 
The Palestinian Association for Empowerment and Local Development – 

REFORM 
 

Bank Reconciliation 
 
 

 
Period from ................ : to  .................. 
Bank and Account No.   ........................................  
Currency  : .....................................  
Bank Balance ............................ : 
Difference:   ......................................  

 
  

Spent 
Sum 

Date Debit  Credit  Balance/  Supplier 
Type 

Supplier 
Name  

Check  Voucher 
Date  

Notes  

       B. B   

          
          
          
       E.B    

 
Prepared by: Name and Signature ................................................... : 

Signature of the Head of the Technical Support Unit   ………………………………. 

Approval of the General Director ………………………………. 
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Template (24) 
The Palestinian Association for Empowerment and Local Development – 

REFORM 
 

Monthly Report of Units ’ Staff  
 

 

 
Superior’s Notes:  

 ............................................................................................................................. ...................................
 ............................................................................................. 
Superior’s Endorsement     ____________________________  on (Date)  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Monthly Report of  Units  Staff  

   Signature  
Staff Member’s 
Name 

   Position 
   Report Period 

Notes/ 
Challenges  Performed Activities that Contributed to the Objective Objective  

 

 Unit Objective 
(1):  
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Posters – Pintables – Stationary  
 

Please check the following attachments   
 

1. uoting applica on and submitted uota ons  at least three 
uotations if the value is less than 2501  price analysis and 

committee recommendation on bid awarding.  
 

 

2. urchase order  signed agreement activity coordinator   
 

 

3. upply order activity coordinator   
 

4. nvoice deduction at source for any invoice above 3501 . Any 
invoice above 10,000 ILS or e uivalent currencies shall be sealed by 
the value added tax department  
 

 

5. eceipt ac nowledgment  
 

6. inancial claim signed by the disbursement approving party and a 
nancial claim from the supplier.  

 

 

7. eception report  form  
 

or the use of echnical upport nit   
 

 

1. ransfer or chec   
 

 

2. PV, JV  
 

 

 
 

      Audit                                    echnical upport nit 
                    ____________                                                       ____________  
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Professional Services (Consultancies, Training) 
 

Please check the following attachments   
 

1. uoting applica on and submitted uota ons  at least three 
uotations if the value is above 3501  price analysis and 

committee recommendation on bid awarding.  
 

 

2. urchase order  signed agreement   copy 
 

 

3. upply order  agreement  
 

4. echnical report including number of hours and time sheet  when 
the pro ect re uires.  
 

 

5. ax invoice licensed operator  personal  financial claim deduction 
at source for any invoice above 2500 . Any invoice above 10,000 
ILS or e uivalent currencies shall be sealed by the value added tax 
department   
 

 

6. Ac nowledgment of wor  receiving  
 

7. ayment order signed by the payment approving party.  
 

or the use of echnical upport nit   
 

 

1. ransfer or chec   
 

 

2. PV, JV  
 

 

 
Audit                                    echnical upport nit 

                                       ____________                                                       ____________  
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Professional Services (Consultancies, Training) 
 

Please check the following attachments   
 

1. uoting applica on and submitted uota ons  at least three 
uotations if the value is above 3501  price analysis and 

committee recommendation on bid awarding.  
 

 

2. urchase order  signed agreement   copy 
 

 

3. upply order  agreement  
 

4. echnical report including number of hours and time sheet  when 
the pro ect re uires.  
 

 

5. ax invoice licensed operator  personal  financial claim deduction 
at source for any invoice above 2500 . Any invoice above 10,000 
ILS or e uivalent currencies shall be sealed by the value added tax 
department   
 

 

6. Ac nowledgment of wor  receiving  
 

7. ayment order signed by the payment approving party.  
 

or the use of echnical upport nit   
 

 

1. ransfer or chec   
 

 

2. PV, JV  
 

 

 
Audit                                    echnical upport nit 

                                       ____________                                                       ____________  
 

 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

  

 
 
 
 
 
 
 

Template (25) 
The Palestinian Association for Empowerment and Local Development – 

REF R  
 

Transportation Using Association’s Vehicle(s) 
 
 

Information  
Vehicle 

ake 
 
 

Plate No.   

 

Da
te

  

Be
gi

nn
in

g  rete
mod

Re
ad

in
g 

in
 K

 

En
di

ng
 

do
m

et
er

 
Re

ad
in

g 
in

 K
 

To
ta

l i
n 

m
et

er
s 

 

Ta
ri
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er

 K
 

To
ta

l A
m

ou
nt

  

Fr
om

  

To
  

Ta
sk

s  

Pr
o

ec
t  

St
a

 
em

er
s 

N
am

e 

St
a

 
em

er
s 

Si
gn

at
ur

e 
 

 
 

           

    
 

        

 
 

 
 

 
 

 
 

 
 

       

 
 

 he tatement shall be submitted to the  mployee at the end of each 
month. 
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CHAPTER ELEVEN:

11. Internal Audit 

      1. Background 
This chapter includes a comprehensive set of guidelines and standards that define the 
professional method to manage the internal audit process to ensure optimisation of auditing 
performance. These guidelines are also compatible with the professional and ethical codes 
based on the rules of the Institute of Internal Auditors. 

      1.1. Scope and System of Internal Audit 
1.1.1  Objectives of Internal Control 

a. Internal control is defined as the tools and procedures adopted by the Board of 
Directors, executive management and staff to bring about reasonable assurance 
that the Association's objectives will be achieved. These include, but are not 
limited to, associational structure, policies, regulations, procedures, instructions, 
standards, committees, chart of accounts, forecasts, Budgets, schedules, reports, 
entry journals and internal audit.

b. The Internal Audit Unit seeks to provide internal audit services to improve and 
develop the business of the Association. The internal audit system sets the 
objectives of internal audit services as follows:

ͳ Provide the Board with assurances on the effectiveness of arrangements for 
risk management, control and governance and compliance with the generally 
accepted standards, provisions and laws in force.

ͳ Provide added value and improve the performance of the Association 
through developing organised and controlled methods for evaluating and 
improving the efficiency of risk management, control and governance within 
the Association.

c. Internal control system includes the entire network of systems (activities and 
procedures) in place at the Association to provide reasonable assurance that 
the objectives of the Association will be achieved, specifically in relation to the 
following:

ͳ Efficient operations and use of resources. This includes the optimal use of 
assets and resources and the disposal of non-productive assets including 
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contributing to reduce operating costs to the minimum.

ͳ Compliance with applicable laws, regulations, policies and procedures.

ͳ Integrity and reliability of information, accounts and data.

ͳ Protect assets from losses, including losses resulting from fraud, violation 
of rules and corruption. This includes monitoring the efficiency of security 
procedures, passwords and protection and insurance means.

d. Accordingly, the work of the internal audit is focused on identifying and evaluating 
the risks related to the said aspects of control, as well as determining sufficiency 
and effectiveness of the control procedures set by the Association to respond to 
such risks.

e. Based on this, the Audit Committee may ask the unit to conduct a special 
investigation into certain activities or programmes within the Association. The 
timing and process of conducting such investigations shall be agreed upon so as 
not to have conflict with achieving the objectives of the annual audit plan.

1.1.2.  Scope of Internal Audit at REFORM

The internal audit shall cover the following aspects: 

a. Examine and review of all activities within the Association based on the annual 
audit plan proposed by the internal auditor and approved by the audit committee 
assigned by the Board. 

b. Ensure commitment of all units and administrative and executive units to 
implement the decisions, instructions, directives and regulations issued by the 
Board.

c. Ensure commitment of all administrative and executive units to implement the 
directives and decisions issued by the executive management.

d. Ensure that all directorates and units comply with the laws and legislations 
issued by the Government of the State of Palestine, in line with the purposes and 
objectives of the Association.

e. Ensure that the decisions and circulars issued by the executive management are 
consistent with the laws, instructions, regulations, decisions and circulars issued 
by the Board.

f. Ensure that all employees are committed to regulations of the Association.

g. Examine effectiveness of the risk management activities in the Association by 
determining the actual and potential risks that may hinder the achievement of the 
objectives, and the efficiency of the Association’s plans and procedures to avoid 
or neutralize such risks.

h. Examine the Budget of the Association and projects in terms of realism and 
effectiveness of the Budget as a control tool and ensure compliance with its terms 
and approved amendments.

i. Examine, study and provide enhancements to the financial and accounting 
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procedures and processes and the effectiveness of the internal control systems. 

j. Examine the accuracy, appropriateness, transparency and integrity of the financial 
and administrative data issued by the accounting and administrative systems used 
in REFORM.

k. Examine and study REFORM’s administrative procedures and processes and the 
effectiveness of the control systems and mechanisms and propose necessary 
enhancements.

l. Examine the security and effectiveness of the IT systems.

m. Ensure that human, financial and physical resources are well managed and utilised, 
and that adequate protection is provided to counter actual and potential risks.

n. Examine REFORM’s compliance with the requirements of funders.

      1.2.   Position, Privileges and Responsibilities of Internal Auditor
1.2.1. Position of the Internal Auditor at REFORM

a. The internal auditor shall be independent from all programmes, works and 
activities on which the internal audit is performed in order to ensure impartiality, 
credibility and objectivity of the audit and to prevent any conflict of interest.

b. Internal audit is functionally linked to the Association’s Board, and it reports to the 
audit committee assigned by the Board.

c. The internal auditor is administratively affiliated to the executive management in 
the following areas:

ͳ Oversee compliance with the Budget allocated to the internal audit within the 
Association as approved by the Audit Committee.

ͳ Supervise attendance, leaves and vacations, in line with the internal 
regulations. 

ͳ Follow up on the administrative issues of internal audit approved by the Audit 
Committee; most importantly: appointments, permanent appointment after 
the trial period, salaries and reimbursement, promotions, provision of work 
requirements and any routine administrative issues, in line with the internal 
regulations at REFORM.

ͳ Follow up and coordinate internal audit training and development activities 
as approved by the Audit Committee.

1.2.2.  Role of the Internal Auditor in Computer Based Environment

Technology has brought about cost efficient and more accurate solutions to human 
efforts. However, it is linked with more complex human tasks, due to the similar 
automated treatment of data that generalises right and wrong to all accounting or 
operational transactions that have took place with same procedure. This requires both 
the accountant and the auditor to have good skills in computer, file maintaining and 
updating files, backup, etc. The role of the accountant is no longer limited to analysing, 
recording, committing, classifying and categorizing the financial transactions in the 
project to show the result of the business and the financial position, but rather it has 
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evolved to deal with information analysis and administrative decision-making.  This 
requires the internal auditor to understand and take into account the features of the 
computerised IT environment due to its impact on the design of the accounting system, 
the relevant internal controls, the selection of internal rules s/he intends to rely on and 
understanding of the nature, timing and extent of its procedures.

Significance of the Internal Audit Trail in Light of the Computer-based IT Systems

The internal audit trail is considered one of the most important means of proactive 
preventive control. It provides the possibility of verifying the course of accounting 
operations in the Association, from checking original documents to disclosing information 
in financial reports. That is, the audit trail enables the top management to be aware of 
the destination of data during the various stages of accounting processing, whether 
manually or electronically. It is possible to discover and correct errors while carrying 
out accounting requirements. In the electronic accounting information systems, where 
the course of the internal auditor becomes intangible and difficult to trace, it becomes 
more complex when companies use substations (input and original documents are in 
one place, while processing and output are in another). In order for the controller to 
successfully track the trail of internal auditor, s/he shall: 

• Define and distinguish each arithmetic operation

• Clearly define and distinguish each process of record update

The Internal Audit Function in light of Computer-based IT Systems 

a. The internal audit in the computerised environment is concerned with providing 
guidance and assistance to the management in planning, association and control. 
The internal audit inspects the IT systems to ensure effectiveness, develop control 
methodology and detect and reporting weaknesses.

b. The internal audit function involves examining all elements of the computerised 
systems, i.e., human-ware, hardware, software and databases. These components 
act complimentarily to achieve the objectives of internal audit: 

1. Oversight of staff: Particularly in job segregation, preservation of the right 
to annual leave, verification of access privileges and restrict non-authorised 
users from accessing accounts, using special control software in order to 
prevent: 

ͳ Unauthorised access to hardware, software and database 

ͳ Entry of unauthorised transactions

ͳ Unauthorised changes to information files

ͳ Use of computer software applications by unlicensed staff

ͳ Use of unapproved computer software

2. Monitor devices: This includes choosing a safe location for computers, 
determining authorised users, backing up files and important records, storing 
them in a safe place and securing computers.

3. Software oversight: verification of software accreditation procedures and 
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control groups’ tests of the programs, sudden internal audit procedures for 
programs during operation and approved programs during preparation for 
data processing.

4. Database control: Protection of the Association’s database should be ensured 
for the following reasons: 

ͳ Computer files are not readable by humans, so there must be monitoring 
tools to ensure that they can be read when needed.

ͳ Database contains huge data, and any sudden power outage or 
fluctuation can lead to data loss.

ͳ It contains basic and confidential data owned by the Association; thus, 
it must be protected from misuse, especially due to the fact that re-
establishing a database is very costly. 

ͳ Databases are one of the assets in the Association, hence the same 
protection procedures of other assets apply. 

1.2.3.  Human Relations and Interpersonal Skills 

Internal audit shall be performed by professional individuals with good communication 
skills, who are able to deal with others and interact with individuals at different 
associational levels. Nevertheless, professional and technical competence of an internal 
auditor is significant, however it is not sufficient if not coupled with communication 
skills and the art of dealing with other individuals. 

Successful human relationships are vital to the creation of professional personality. 
Neglecting these aspects and ties puts the auditor and his/ her career at risk. This is 
because auditing is meant to provide solutions not create problems.  

The stereotype that auditors are investigators of errors makes people resent auditors. 
This impacts the audit process, and requires the auditor to change image and convince 
the staff that his/ her job is to help them cooperate in order to optimise the efficiency 
of their work. Hence, an auditor shall:

a. Exert necessary efforts to understand the problems of the individuals under 
inspection by asking them what problems s/he can help them solve.

b. Provide notes related to the procedures of the staff subject to auditing. 

c. Try to create a friendly and appropriate atmosphere for cooperation and raise 
awareness of the fact that everybody works to achieve the Association’s goals, 
while reiterating this saying: “Treat people the same way that you like to be 
treated.” 

d. Building the auditor’s communication and persuasion skills is a key factor to 
successful auditing. 

1.2.4.  Principles of Auditing 

The principles below represent the basic standards upon which the internal audit and 
Audit Committee charters are based. It is the basis for the operations of the internal 
audit system of any association.
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Objectivity

• The internal auditor shall observe objectivity while applying audit procedures, and 
his/ her judgments regarding audition shall not be subject to other’s opinions. 

• Objectivity requires the internal auditor to carry out an audit honestly without 
resorting to any side settlements outside the scope of audit procedures.

• The Internal Audit Committee shall periodically obtain information from the 
internal auditor regarding potential conflict of interest or bias.

• The internal auditor shall report to the Audit Committee on any cases in which a 
potential conflict of interest or bias may emerge.

• Individuals who are moved to the Internal Audit Unit, or temporarily assisted by the 
Internal Audit Unit, shall not audit the activities for their previous unit they were 
in charge of, prior to the transfer of at least one year. This is due to the fact that 
performing such audits may jeopardise their independent and objective discretion.  

Independence 

a. The internal auditor shall be independent when s/he conducts the audit, so 
that s/he can be free from any pressures and committed to neutrality in crucial 
judgments. This can be attained through the internal audit associational position 
and objectivity. 

b. His/her independence shall be balanced and have effective communication 
with the top management. The auditor, while not giving up independence, shall 
effectively coordinate with the top management to acquire a sufficient grasp of 
the challenges and responsibilities of the Association. 

c. Accordingly, the following matters should be taken into consideration, as stipulated 
in the above-mentioned charter:

ͳ The Internal Audit Unit shall not be involved in the activities it audits in order 
to ensure objectivity and impartiality in carrying out tasks and when giving 
advice to the Internal Audit Committee.

ͳ It is not permissible to dismiss or exclude the internal auditor from his/her 
position on the grounds of submitting reports or recommendations or giving 
suggestions for improvement.

d. The internal auditor may not participate in external activities with which the 
Association has a direct relationship in order to ensure the integrity of the auditor›s 
work and avoid conflicts of interest.

e. Internal auditors shall be supported by the Board in order for auditees to cooperate 
with them in carrying out their tasks without interference or conflicts. 

f. The internal auditor shall be accountable before the Audit Committee, which has 
sufficient powers to enhance the independence of internal audit activity, ensure 
broad comprehensiveness of the audit, provide adequate importance to audit 
reports and take the appropriate action to implement audit recommendations.

g. Independence is realised when the Board appoints or removes an internal auditor.
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h. The purpose, powers and responsibilities of the internal audit shall be defined in 
a formal charter, and the internal auditor shall seek the Board’s approval of the 
charter. This charter shall: 

ͳ Determine the location of the internal audit on the associational structure of 
REFORM.

ͳ Internal audit shall be granted access to all documents, personnel and tangible 
assets related to the audit process.

i. The internal auditor shall annually submit to the (Board of Directors for approval, and 
to the top management for information), a summary of the audit plan, staffing plans, 
financial Budget, the scope of internal audit and any restrictions placed on this scope.

j. The internal auditor shall submit reports on the activity to the Board once a year, or 
more than once if appropriate. These activity reports shall focus on audit findings 
and key recommendations, inform the Board of any deviation from the approved 
audit programs and staffing plans along with the financial Budget and explain the 
reasons for such deviation.

Documentation 

a. The auditor shall be responsible for defining and following up on the application 
of audit documentation standards.

b. Documentation provides evidence of work performed and results that support 
the conclusions and recommendations of the audit, for it is an essential part of 
the external review mechanism. Therefore, documentation shall be clear, inclusive 
and accurate.

c. The significance of working papers: are tools to assist the internal auditor, where 
they constitute written evidence of the work performed in order to support the 
internal auditor›s report. The working papers include a record of the internal 
auditor›s work activities from the beginning until the end, as it clearly shows the 
nature and scope of the work performed.

d. The internal audit working papers aim to:

1. Provide essential support for audit observations and findings

2. Support the internal audit report

3. Document work planning, implementation and review procedures

4. Verify whether or not the objectives and scope of the audit were achieved

5. Provide supporting evidence for work procedures

6. Facilitate the procedures for managing and performing the audit assignment

7. Help provide necessary information and monitor the corrective actions 
taken during the follow-up process

 e. The form and content of the working papers may vary according to the nature of 
the audit assignment; however, this does not release the auditor from preparing 
and updating working papers to include all aspects related to the audit assignment.
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      2.   Basic Stages of Internal Audit Process
The following is a list of the main stages of implementing internal audit at the Association:

I.   Inception: 

1. Review relevant previous audit reports

2. Read work procedures, laws and related instructions

3. Read any related topics, such as research and best practices used in similar sites and 
associations

4. Set the main objectives of the planned internal audit engagement

5. Prepare a notification letter for the audited party and set a date for the preliminary 
meeting

II.  Risk assessment and study of the internal control system:

1. Study and understand the mechanism of action and objectives of the internal control 
system for the activity to be audited

2. Identify weaknesses and strengths in the internal control system

3. Assessment of the risks that prevent the achievement of the activity and internal 
control system’s objectives.

III. Setting up the audit program:

1. The audit program shall be based on a conceptualisation of the internal control system 
and the risk assessment process.

2. The work program outlines the steps of substantive examination, sampling methods 
and steps for checking compliance with procedures, laws and instructions.

IV. Expanded examination, conclusions and recommendations:

1. Implementation of the steps included in the audit program.

2. Record the results of the examination and key important observations and conclusions 
and make recommendations to address the observations. 

V.  Report Submission

1. Draft the initial audit report, submit it to the audited party for revision and schedule 
a meeting to discuss it.

2. Document the minutes of the discussion meeting of the initial report, develop a plan 
for implementing the recommendations, address the observations according to an 
agreed timeframe with the auditee, and request them to prepare a written response.

3. Draft and submit the final report, accompanied by the auditee’s response and the 
action plan to implement the recommendations and process the observations to the 
audit committee, the General Director, and the auditee.



Financial  Manual 101

VI. Following-up:

1. Follow up on the commitment of the audited party to implement the recommendations 
and address the observations according to the agreed time frame.

2. The task file shall then be closed if the audited party fulfills the recommendations and 
processes the observations.

2.1.  Field Work
The in-depth examination of activities, records, and work mechanisms of the audited party 
aims to obtain sufficient and appropriate evidence on the performance of the audited party, to 
compare it against the anticipated performance as per the pre-approved standards, procedures, 
regulation, laws, and instruction. Consequently, this audit shall identify any performance gaps, 
detects or system weaknesses. 

1. During the actual examination stage, the auditor implements the steps included in the 
audit program and uses all available and possible legal methods to obtain the required 
information and reach conclusions based on realistic and appropriate evidence. The 
most important of these methods are:

• Personal interviews with employees and officials working in the audited activity.

• Monitor actual performance and daily work routine.

• Questionnaires and written questions are to be filled out by those working in the 
activity.

• Reviewing and examining records, files, and any supporting documents that 
document the audited activity’s performance.

• Analyses and comparisons.

• Recalculations of financial statements and numbers in the records.

2. The internal auditor shall regularly document his/ her conclusions and essential 
observations during the actual examinations by writing them quickly on the working 
papers, giving each observation or conclusion a reference number, and linking it with 
the reference number of the relevant step in the work program.

3. A ‘Feedback and Conclusion Form’ can be used to document any main observation or 
conclusion reached during the actual checks and link it to the relevant step reference 
number in the work program.

4. The internal auditor shall discuss any observation or conclusion with the audited 
party and document the initial response to it.

It’s noteworthy that the internal auditor’s function is comprehensive to all the association’s 
administrative, program, operational, follow-up, evaluation, and financial operations. 
Nevertheless, the internal controller’s function is all about the daily financial routine, 
whose essential tasks are: 

1. Supervise the financial manual’s efficient and practical application and submit 
recommendations and observations directly to the Head of Technical Support Unit.

2. Review all paper vouchers before they are signed by the General Director and 
authorized signatories. 
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3. Review bank reconciliations.

4. Ensure the follow-up of the closure of accounts, whether to suppliers, employees, 
and donors.

5. Review and audit electronic transactions on the accounting program and approve 
them for committing by the Head of Technical Support Unit. 

6. Review financial reports before the General Director approves them.
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