PREAMBLE 

     The Evangelical Lutheran Church of The Gambia (ELCTG) is an autonomous national church, as known in The Gambia since the year 2000 as a religious association. It is a member of the Lutheran Communion of West and Central Africa states (LUCCWA) which is a regional body of the Lutheran World Federation (LWF). The Church deals with the proclamation of the Gospel of Jesus Christ everywhere and to everyone, believers gather in communities and help them grow in faith as members of the Body of Christ through the preaching and teaching the Word of God, administering of sacraments, evangelism and other church activities. The Church also gives the testimony of the love of God through good works that contribute to the well-being (and its members) of society.
     The purpose of this manual is to ensure that there is a procedural transparency, fairness, consistency, openness and well-directed documentation available to supervise the staff of the ELCTG. The procedural manual is considered a reference document on the rights and responsibility of national employees. There is also a guide (supporting document) for officials of the Administration and Finance, regarding policies and procedures for managing the church Organisation.
     Once approved by the Council of the Evangelical Lutheran Church of The Gambia, it becomes a document to be used by the church, and any change in the provisions contained in this document is subject to the approval of the Board.
ARTICLE 1 - “PERSONNEL - PAYROLL"
Having the status of a religious non-profit making Organisation, salaries for permanent employees of the ELCTG comply with the Collective Agreement of Trade, see Annex 1.
  The article of “Personnel Payroll" is characterized by a close integration of accounting, tax and legal provisions.
       The operations studied in this module will relate to:
- Operationally, maintenance of personnel records and personnel management
- From an accounting perspective, the procedures for payroll processing, settlement and accounting of salaries and payroll taxes. 
I - OPERATIONAL ISSUES:
1 - FUNCTIONS AND DUTIES OF PERSONNEL FILE” 

1.1 Personnel File
     The Coordinator of Human Resources is responsible for updating records of each employee of the ELCTG. These records should contain the following official and personal documents:
- Job applications with photographs and references
- CV, certificates, diplomas, or other documentation regarding the qualifications of employees
- Letter regarding previous employment
- A form of beneficiary designation 
- Promotion of and at Work
- Change of category and wage
- Letter of reprimand, recommendation and / or warning
- Application Forms and days of leave of absence
- Medical certificate signed on sick leave
- Evaluation forms
- Birth and marriage of the employee and spouse (s) and birth certificates of their dependents
- Accident Report
- Registration number of the Social security 

1.2 Confidentiality
a) Personnel records are confidential; they must be kept by the Coordinator of Human Resources.
b) Each staff member has the right to inspect or review his personnel file in the presence of the Coordinator of Human Resources.
c) The President of the Church, the Coordinator of Human Resources, and the Treasurer have the right to review all personnel files.
- The contents of personnel records should not be disclosed to anyone else without authorization from the Coordinator of Human Resources.  

ARTICLE 2 -   HIRING AND FORECASTS 
2.1 Recruitment and Selection
   After identifying the needs by staff coordinators of the departments in close collaboration with the Council of the Church and the Department of Human Resources, HRD provides the formalities involved in recruitment only for items budgeted. The general data on recruitment and confirmation to the position for all staff will be listed on the Manual for personnel management.
- No discrimination based on race, ethnicity, clan or kind will be accepted. The vacancies will be announced that will receive all applications that are supposed to be accepted, select the candidates for the job profile, and invite interested parties to take tests and interview in this specific area at a specific time that should be announced to all.
- Gambians will be given priority in recruitment. This priority of hiring applies automatically and compressed if a worker is capable, and if he/she meets the job category. This priority is one year.
- Recruitment and selection will be made as and when the need arises throughout the year.
- The vacant position will be determined in advance and filled by internal promotion at the staff level if possible, if necessary, by a new recruit. In general, to promote job vacancies, the employer appeals to prior workers in service and eager to improve their ranking.
- Any selection within the church for the recruitment will be on the following basis: 
· job application
· a curriculum vitae
· copies of diplomas and professional references
· a criminal record not older than three months 
· Vital papers legalized
· letters of recommendation
· Inspection of certificates.
- The selection committee will notify the successful candidate for the position by a letter of appointment. The job description or work specification is included in the commitment letter.
- The recruitment of an alien may be applied if no Gambian candidate meets the requirements and conditions of the post. The candidate must have a valid work permit before being hired.
- The process of recruiting missionaries will be listed on the cooperation agreements signed between the Church and its accompanying churches and missions.
- A selection committee of candidates will consist of at least three (3) persons: one appointed by the Council of the Church, one appointed by the department concerned, and a representative of the HRD.
- A commitment to a regular position shall be a trial period, and possibly a renewal of this period if deemed necessary, with a maximum of six months (see The Gambia Labor Code, Articles 36-40).
- The final confirmation for the post occurs if the assessment was satisfactory in terms of conduct and work quality.
2.2. EMPLOYMENT CONTRACT - TYPES OF CONTRACTS 
  2.2.1. The fixed-term contracts 
- The duration of fixed term contracts can not exceed twenty-four months, subject to agreement between the employee and the employer represented by the coordinator of the department concerned. It may be renewed once for another term period of twenty-four months. (NB the term contract concluded for the realization of a particular project is not subject to the maximum limit above but in this case it can not be renewed).
  2.2.2. Indefinite Term Contract 
- The contract of indefinite duration covers employees who have been subjected to after the trial period will have been entirely satisfactory in terms of professionalism and conduct. It covers permanent jobs for which the employee agrees with the employer claims a long-term commitment, however, according to budget availability and the needs of the Church, in accordance with the regulations in force in The Gambia.
   Any termination of contract will be made according to the Labor Code and in accordance with other regulations in force in The Gambia, including the obligation to comply with the notice and compensation. In the case of dismissal for gross misconduct (theft, serious violation which may affect the smooth running of the Church and its projects, assault and immoral acts against the employer, members of his family, its employees, servants, any serious offense to the honor, etc..) requiring compliance with the notice is waived in accordance with the Labour Code in force in The Gambia.
2.2.3. Contract Delivery 
- The contract for the provision of service is generally aimed at workers or various service providers for whom an employment contract can not be given because of the limited nature of their intervention. The remuneration paid to this opportunity is on a contract basis. The renewal of such contract may occur several times, either annually or for a period concluded between both parties. No compensation is payable upon termination, the term of the contract. Persons benefiting from this kind of contract can not claim any other compensation.

  2.2.4. Consulting Contract 
- The consultancy contract's main objective is the achievement of a specific benefit for the church. The duration of the consultation is to be mentioned in the contract with fees set according to a schedule made by consent. 

ARTICLE 3 - MONITORING AND BENEFITS OF TIME
  3.1. Working hours
     Working hours are an average of forty (40) hours per week for all employees except the guards, who work fifty-six (56) hours per week. Working hours will be determined for each employee depending on the nature of his work in consultation with her supervisor and coordinator of his/her department.
3.2. Overtime
     The church requires employees to apply, depending on the nature of work and in consultation with his/ her supervisor and coordinator of his / her department, a system for the reward of time (make up time) to arrive at an average of forty ( 40) hours per week or fifty-six (56) hours per week for guards. (The time of reward is determined by quarter)
3.3. Payment Rates for Overtime
     The overtime payment conforms to the Collective Agreement of Trade and other regulations in force in The Gambia.
3.4. Transport allowance
- A transport allowance is paid to an employee living more than 3 km from its typical place of work. The amount of this allowance is in line with the Labour Code and other regulations in force in The Gambia.
3.5. Travel allowances: Travel, Meals and Accommodation
Traveling Nationally and Internationally 

At the national level
a.1) The compensation of the journey a worker's car service is paid depending on the mileage determined by the ELCTG by the budget of his department or his work. The journey of a worker without a car is paid the current rate of transit.
a.2) Travel: Travel expenses are fixed and are based on the cost of public transport rate. It is not necessarily required to provide supporting documents given the difficulty of obtaining them from the operators of public rate. 

b) At international level
b.1) - The international compensation (that is to say the compensation of a worker who goes on a journey of service abroad) is D700 per day. This allowance is paid in advance by planners of the trip.
b.2) - Also, a travel advance that the church provides is given to the traveler. Using this advance must be justified by invoices returned in good and due form.
c) Meals
    The meal allowance is valid when the worker leaves (his normal place of work) / (from one region to another), and if the meal is not served. The allowances are paid (as documents) to the maximum as follows:
· Breakfast: D50
· Lunch: D100
· Dinner: D200
NB. If the worker can not return to his workplace before 13 hours, he is entitled to the allowance for lunch. But if he returns to his place of work before 13 hours, he is not entitled to severance lunch. For dinner, the compensation is valid if the worker is still traveling up to 19h 30.
  d) Accommodation
    The hosting of the worker outside the workplace is supported by the ELCTG in a simple quest house rate. Where the ELCTG does have rooms in this location, he/she/her must contact his supervisor for his accommodation, which must not exceed D1, 500 per night. 
3.6 Longevity Pay
- The seniority bonus is paid according to the labor code in effect.  

3.7 Performance Bonus
- The bonus may be paid according to the labor code in effect.  

3.8 Housing Allowances
- The housing allowances will be paid to affected employees. The amount of compensation shall be determined and updated annually by the Department of Human Resources as the cost of living in each location. Pastors have a right to housing; they are normally housed in the pastoral houses belonging to the Church. In any case, their housing allowance is set by the Coordinator of Human Resources.
3.9 Provision of work clothing
a) The ELCTG provides two (2) annually at each caretakers/watchmen, housekeepers and contract staff at the church centers. The HRD is responsible for the purchase of said outfit.
b) The Department of Education and Theology in cooperation with the Liturgy and Music section deals with vestments of pastors, evangelists and catechists.
3.10. LEAVE AND HOLIDAYS
3.10.1 Holidays
     Leave and holidays will be granted in accordance with the legislation in force. 

3.10.2 Annual Leave
a) Annual leave is based on a calculation of two (2) days off per calendar month, that is to say, twenty-four (24) working days per year. Normally, these twenty-four days of work are equal to one month's calendar, considered as a month off.
b) Annual leave must be taken according to the schedule made by the coordinator of the department, in consultation with the worker, his supervisor and the Coordinator of Human Resources.
c) If any leave not taken in the year, only ten (10) days may be renewed for next year, and the remainder will be forfeited.
d) The leave records will be maintained by the Department of Human Resources.
e) The employee will receive vacation pay equal to his regular salary (including all allowances, fees and premiums). Every employee going on leave may choose to receive a portion or all of his salary while he receives his salary for the previous month.
f) The cash payment can not be conducted in lieu of leave.
3.10.3 Additional Leaves
The Labor Code provides for certain additional holidays for the specific situations of workers, including:
For mothers, one day more per year for each child less than 14 years registered in the registry.
  For employees in service for more than ten (10) years, one more day.
  For employees in service for more than fifteen (15) years, yet one more day (that is two days totaling more).
  For employees in service for more than twenty (20) years, yet one more day (that is to say three days totaling more).

3.10.4 Maternity Leave
a) Pregnant women working for the Church, whose condition has been medically found, shall be entitled to a period up to fourteen (14) weeks of leave, including a maximum of eight (8) weeks after delivery.
b) Any employee with a contract that provides for contributions to the Social Security Fund may contribute and receive grants from that fund, following the normal procedures with officials of the Fund.
c) When planning her absence, the pregnant woman is obliged to notify her immediate supervisor in writing at least thirty (30) days before the scheduled holiday. If this is not possible for medical reasons (or other valid reasons), that exception must be requested by the employee in writing.
d) If the above conditions are met, the Coordinator of Human Resources will do anything to help find grants to fund Social Security. The employee must not work during her maternity leave. 

3.11 Holidays
a) The three (3) secular celebrations considered as holiday are as follows:  
                the day of the year (1 st January), National Day (February 18 ) and Workers Day (1 st May).
b) Ten religious holidays: Muslim and Christian are considered holidays:
c) Three (3) parties have a fixed date: Assumption (15 August); all saints day (1st November) and Christmas (December 25).
Seven (7) holidays have a moving date: Korité, Tabaski Tamkharite, Maouloud, Easter Monday, Ascension Day, and Whit Monday.
3.12 Permissions
Some family and religious ceremonies are eligible to apply for leave of absence under the law in force in the Labour Code.
3.12.1 Exceptional Permissions
A-Special leave of absence within twelve (12) days per year non-deductible for statutory leave and entailing no deduction will be granted to employees at the following family events, to justify the presentation of proof of marital status or a certificate issued by the competent administrative authority.
a. Employee's marriage, Three (3) days
b. Marriage of one of his children, brother or sister, A (1) day
c. Death of a spouse or a lineal descendant, Three (3) days
d. Death of a direct ascendant of a brother or sister, Two (2) days
e. Death of a stepfather or stepmother, A (1) day
f. Having a Baby, A (1) day (see also Maternity Leave , Article 7.4 of this manual)
g. Baptism of a child, A (1) day
h. First Communion of a child, A (1) day
i. For other permission, see the Labor Code in force.
   B-Any such permission must be written permission, except in major urgent cases.
a) If the incident occurs outside the workplace and requires the movement of the worker, the above time limits may be extended by agreement of the parties. The extension period will not be paid, and shall be subject to justification and prior approval from the Coordinator of Human Resources, otherwise the person will be considered in situations of abandonment of post, with the consequences that entails.
b) A sick employee is obliged to inform his direct supervisor for all medical rest, whatever the duration.
c) Each employee is entitled to a maximum of six (6) day of rest by medical calendar year.
d) A medical certificate signed by a doctor or nurse must accompany any medical rest for more than two (2) days.
e) The rest will be prolonged medical treated case by case basis by the Human Resources Manager (HRM).
f) In case of short but frequent absences and repeated either because of illness or unavailability of any kind, the employee will be required to inform the employer and provide a medical justification. The employer reserves the right to submit a new review or medical checkup.
NB: Good Friday and Magali are not considered holidays. Employees who want to be absent during these holidays must seek permission and arrange for their absences.   

ARTICLE 4 –   SEPARATION OF SERVICE
a) For an employee working on fixed term contract, a service provider, or consultant, it is considered to be separated from the service of ELCTG when his/her contract or its Protocol expires.
b) For employees signing a fixed term contract, a termination indemnity is payable on the Labour Code in force.
d) If the employee was carrying out another contract for the same job or a second, a contract of indefinite duration, the allowance is not paid.
e) The consultants and service providers will not receive compensation at the end of the contract unless it is specifically noted in their memoranda of understanding with the Church.
f) An employee who wishes to resign must send a letter of resignation to the coordinator of the department where he works, with copies to the Council of ELCTG, and the direct supervisor.  

4.1-RESIGNATION OF WORKER
The employee resigning must respect the notice period that corresponds to the category of work:
A month for workers in the 1 st to 5 th grade
Three (3) months for workers in the 6 th to 8 th grade
Six (6) months for workers of the 9 th to 11 th grade
a) The final salary will be paid after the employee resigned verified the inventory of materials available to him, and has paid all amounts for which he was responsible.
b) The employee must sign a resignation statement that he has no other claim against ELCTG.
c) An employee who resigns is entitled to a certificate of work and a letter of recommendation if he wishes.
4.2-Dismissal
4.2.1. The retrenchment
a) The ELCTG may be forced to reduce staff or eliminate some positions due to a reduction of donor funding, lower currency exchange rates, lack of liquidity, etc.
b) The ELCTG consider any other possibility, and seek any alternative prior to retrenchment.
c) The retrenchment must necessarily follow all rules in force in the Labour Code of The Gambia including the payment of compensation calculated according to the worker's final salary and seniority. See example of the calculation formula in the appendices.
4.2.2. Dismissal because of dissatisfaction
The ELCTG may be forced to separate with an employee for reasons of dissatisfaction of work. Such a dismissal must follow a regular assessment process, one or more interviews with a supervisor and / or one or more warning letters. 

4.2.3. The legal grounds for dismissal
ELCTG can also dismiss employees who have been convicted by a court in The Gambia or elsewhere for moral or criminal offenses.
4.2.4. Dismissal on Grounds of Improper Conduct
The ELCTG may exclude regular employees for the following reasons:
a) Neglect of duty and unauthorized absence.
b) Neglect or disobedience of the instruction or advice of a superior.
c) Unauthorized use of documents, property, labor or draft at the expense of ELCTG.
d) Possession or use of unauthorized funds from ELCTG.
e) Acceptance of gifts or illegal "kickbacks".
f) Acceptance of bids for the personal interest.
g) Engaging in activities that create indiscipline in ELCTG or in the subsidiary or constituent bodies of the ELCTG.
h) Creating discontent among employees of ELCTG.
i) Promoting the division into clans, networks contrary to good labor market
4.2.5. Notice of Termination
- The period of notice is determined according to the category of work:
A month for workers in the 1 st to 5 th Grade
Three (3) months for workers in the 6 th to 8 th Grade
Six (6) months for workers of the 9 th to 11 th Grade
a) During the period of notice, the worker is entitled to a time of expectation on the basis of two (2) hours per day to find a new job.
b) The termination pay is calculated according to the regulations.
 

  4.3 Retirement Policy
Employees of the ELCTG will retire Dec. 31 after their fifty fifth year (55th) birthday and mandatory on December 31 following their sixtieth (60th) birthday (can be reviewed by the Church).
Upon his /her retirement, the employer must pay the worker compensation. (See example of the formula in Appendix 5.)
The ELCTG pays regularly IPRES contributions deductions to its employees and its own contributions as an employer.
5. Death of Worker
In case of death of a worker, wages and attendance and leave benefits of any nature acquired up to the date of death be paid to his heirs.
If the worker has to be moved (corpse) by the employer, the latter has to do it at its own expense in transporting the body of the deceased instead of heirs or being refunded.
If the worker had at least one year of the date of death, the employer must pay compensation to the heirs. (See example of the formula in Appendix 5)
6. Change of Service
The outgoing staff ensures that all accounts of the programs / projects, petty cash receipts for travel expenditure etc. of property are updated and presented to the successor and the supporting documents and that all Cash balance is paid before departure.
A check box is made by new staff and the amount of money is reconciled with the balance in the accounts of the staff leaving. This check box is contained in a print signed by the employee leaving and entering the employee.
If the new employee is not on site at the time of departure of his predecessor, the direct supervisor countersigns the last check box of the exiting employee and the first check box of the new employee.
Inventory control is done by the direct supervisor and is embodied in a document signed by the employee's direct supervisor and outgoing.
In the case of a departure of a manager, supervisor and a person designated by the Church Council shall control.
The existing employee returns all the keys and other property belonging to the Church in his direct supervisor.
In the case of a departure of a manager, the supervisor receives the keys and other property belonging to the Church.
 The exiting employee leaves his address and other contacts (telephone, email, etc...) With the Secretary General of the Church for any questions.
  
ARTICLE 5 - A “Performance"
  I.    Why do we need dialogue between supervisor and the worker?
      According to research conducted in workplaces, it was noted that several problems were caused by lack of interaction between the upper and the worker. If the interaction between the upper and the worker does not work, it lacks a necessary condition for effective work.
   The success of the work of superior depends on the ability of its workers to attain established objectives and their cooperation. The use and development of human resources are the most critical to the success of the organization. The motivation for the work of staff and organizational commitment are crucial to the success of the organization.
 Consultations are needed because:
Every human being needs feedback on his work and advice for planning.
The organization and individual workers need to be renewed.
The task of education is to help the worker performance in his work.
Everyone can improve in his work.
Everyone needs support and encouragement to renew itself. To learn something new we must find the ability to change. The change makes a person uncertain. This is why we need to discuss the situation.
     The consultation is a discussion decided and planned in advance between the supervisor and employee. It has a certain purpose and is done regularly. It's a learning opportunity to evaluate the work and cooperation. In the dialogue we share the work content more deeply than usual. This is an opportunity to assess how far it has met the goals established. It gives the opportunity to share experiences and opinions about the work and know how each other works. The purpose of consultation is also to strengthen the mutual trust and transparency. It is a tool of participatory leadership. Consultation must be done 1-2 times per year and lasts two hours. At the end of the discussion we take decisions on any changes.  
     It provides motivation for good performance. It improves mutual understanding.
     The opportunity to express his /her thoughts about the work. Receive feedback on the implementation of its own work. Be encouraged. The improvement of mutual communication helps to better leverage the capabilities of the worker. The ability to share the wishes and goals for the work. Get to know /him her better.
     It is a simple way for the planning and work management. The context will be a natural occasion to thank and encourage its workers. By knowing more about the work we can estimate whether the results are in line with wages. The supervisor may be better acquainted with its workers. The superior can receive feedback on his leadership. The supervisor may receive new creative ideas.
     The ability to assess all the results. The ability to see what are the factors that have moved or have obstructed the work. The possibility of improving the atmosphere of interaction and mutual understanding.
     Consultation is an administrative tool to better utilize resources, plan work, evaluate goals for the work, increase the motivation of workers and make workers more satisfied with their work.
     In preparing the consultation in advance, can avoid or end up chatting to speak only of one thing. You can use a questionnaire that facilitates the preparation and reflection that helps. The worker can fill it and deliver it to his superior that he can think ahead. The atmosphere should be relaxed. Must reserve enough time for consultation and choose a calm and quiet.
     Trying to create a relaxed atmosphere. Listen carefully and help your employee to speak freely. So we can have a relaxed atmosphere, we must have respect, mutual trust, and the ability to speak frankly.
Explain:
First goal of the discussion
Why it was organized?
What is wanted?
Preparation:
It is preferable to set the date well in advance
Choose a quiet and peaceful place
           Book enough time 
 
 
See the brief consultation: Annex 2 
 

II - ACCOUNTING ISSUES
II.1 - Principles of Accounting
    Accounting principles relating to the Article of “Staff-payment"are:
· Recognition of expenses (salaries, employer contributions) and liabilities (to employees and social agencies)
· Matching costs (salaries and wages on) the exercise of performance of the service, that is to say to the period worked rather than the period they are paid.
· Finding entries by provisions of the likely costs such as severance pay to employees.
· Expenses relating to leave pay earned by staff must be provisioned at the end of the year. The leave entitlement shall be determined on a monthly basis and recognized in expenses for the year in which they were born.
· It is the same for the rights acquired by employees under the retirement.
II.2 - Procedures
1 - Duties "Preparation, Control and Approval of Elements of pay"
       - Check the effectiveness of deductions from wages under unexcused absences or loan repayments by the President of the church or the Department Coordinator,
      - Ensure the inclusion of overtime only by the President or the Department Coordinator. 
2 - "Accounting, Salaries and Social Regulation"
· Personnel costs must be accounted for in the relevant expense accounts
· Amounts due to staff and to the state and social agencies in the corresponding liability accounts.
·  Registration of tax expenses or contributions from their determination
·  Provision for possible penalties resulting in late payment of taxes or social contributions

3 - Monitoring the accounts of loans and advances to staff
· Opening of salary accounts by individual employee and the amount advanced registration
· Regular analysis of imprest accounts
·  Request for periodic confirmation of their pay in advance to employees selected at random to check the reliability of the accounts held by the accounting office.
 
B – REVOLVING “AND CAPITAL STOCK" 

    The operations study in this module will relate to: 

1. At the Operational level:
That is to say, the use and transfer of capital on one hand and secondly to the physical preservation and protection of property. There is also destruction, assignment or disposal of assets.
The ELCTG has land, buildings, furniture, means of production and transportation. These resources are made available to local administrative committees (Administrative Committee). Each church authority shall report annually on the state property under its responsibility. 
The assets are subject to inventory each year.
Inventory data are kept in a file in the computer.
The Council of ELCTG appoints people to check the file of property and check the condition of buildings and vehicles once a year.
The auditors give a report of their audit work to the Council of ELCTG who should decide what action to take.
All buildings leased or rented are subject to a contract signed by a representative of the Church and under the supervision of the heritage of it.
The maintenance of the property is the responsibility of ELCTG.
Unable to do this on its own, ELCTG involves its partners in draft form.
Construction work is overseen by a group set up by the Church Council and shall be subject to a tender.
The properties are insured against collapse, fire, theft and liability.
Any proposal to review the amount of rent for buildings rented out must come in cash which shall submit to the ELCTG office for acceptance. 

2. FORM OF ASSET ACCOUNTABILITY:
That is to say the inventory of property for failure detection and adjustment of balances, proper treatment of capital accounts
A register of assets is held by the administration of the Evangelical Lutheran Church of The Gambia.
Any asset acquired by assignment must be a transfer on behalf of the Evangelical Lutheran Church of The Gambia.
The transfer is done by written notification from the donor to the ELCTG transfer with official papers of the property or real estate.
Fixed assets are always recorded at the balance sheet and depreciated annually. 
 

  

I - OPERATIONAL ASPECTS
ARTICLE 1 – “INVENTORY MANAGEMENT”
MANAGEMENT OF ASSETS OR PROPERTY
      All property of a project must be registered in the Register of Assets (List of fixed assets). The entry for each item will be recorded in the register with a unique reference number for identification purposes. Any important information about each item is recorded in the register, for example:
· Where and when the item was purchased and how much did it cost
· Where is it located or kept
· Serial Numbers
It should also be mentioned on the page of registry, who bears responsibility for its maintenance and safety. The asset register must be checked by the supervisor of each project quarterly. Any disputes must be reported and appropriate action should be taken.
1.2 MANAGEMENT OF STOCKS
A.  If the goods are purchased and placed in stock with funds from a project for later use or for distribution, management systems and inventory control must be established. This also applies to office supplies, spare parts for vehicles, etc.
B. An appointed storekeeper is responsible for equipment inventory as well as showing the quantity. To this end, stock cards or inventory records can be used. Quarterly, a statement of the stock should be conducted together with the finance staff to control the value, quantity and quality of stocks. 
 B.1 Each warehouse has a register for recording material inputs.
B.2 Each warehouse has a suitable place to house the stock of equipment where access is restricted for security reasons. The duplicate keys of the store are kept in safe places.
B.3 The checklists are updated by each warehouse.
B.4 The inventory of equipment is done twice a year by an independent person or persons named in Cash by the latter.
C. Output Devices
C.1 An output register is maintained and updated by each warehouse.
C.2 The destination of all output material is clearly identified.
C.3 The checklists are updated by each warehouse.
C.4 Any material change of use must be authorized in writing by the coordinator.
C.5 Any loss or damage of equipment in stock is notified in writing by the storekeeper to his immediate supervisor.
C.6 Any article or unused stock is subject to a notification from the coordinator who decides its new destination. 

D. 1. Fuel Outlet
a) To effectively manage the use of fuel, a voucher system is introduced.
b) The Church Council shall establish a system of control over the use of fuel coupons. 

      2 - BASIS OF VEHICLE CONTROL. See Rules for Cars: Appendix 3 

II - ACCOUNTING ISSUES
II.1 - PRINCIPLES OF ACCOUNTING
    - Assets to be recognized at the asset level of the Church are those owned by it and only those.
    - Assets must be distinguished from expenses. 

II.2 - PROCEDURES
ARTICLE 1”RECEPTION AND CONTROL OF BILLS"
-   Receipt of bills before the accounting audit by the President or the coordinator    
- Report references of invoices on a register kept by the accountant, their transmission to the president or coordinator
      

Article 2 -"RECOGNITION AND MONITORING OF CAPITAL"
     The recording of capital assets is done on the basis of invoices duly inspected and approved by the President or Coordinator. 

  A file of the capital is held by the accountant, the President and the coordinator of the department. This file refers to the nature, precise description, dates of acquisition and commissioning, the original value, geographic location and the amortisation of these assets.  
 

C - “BUDGET, FINANCE AND ACCOUNTING INFORMATION 
   The operations studied in this module are purely operational and will relate to: design, implementation and budget monitoring to the various funds the establishment and auditing of financial statements  

ARTICLE   1 - "BUDGETING"
     The budget is a very important way of controlling. It must be approved by the Council of the Evangelical Lutheran Church of The Gambia (ELCTG) and submitted to the partners by the management of the Church. The budget allows for spending the next year. When the budget is developed, inflation, changes in revenues and expenditures, personnel changes, etc... must be considered. The budget allows the ELCTG to achieve its goals and objectives in the short and long term. The ELCTG must always think about finding new revenue sources.
     The budget is to better plan and coordinates the work of the projects / programs to use available resources effectively and to report to the Council, members of the ELCTG, partners and employees using these means. Stakeholder participation in project development and implementation can increase a sense of belonging to these projects / programs and shared responsibilities.
- The budget once accepted and approved, a copy is provided by the Treasury Department to every pastor and / or department coordinator who discusses with his staff. Treasurer General, in collaboration with the coordinators and supervisors, following the achievement of this budget.
- Semi-annual reports are made by the coordinators and supervisors in relation to cash and are subject to the office of the ELCTG and partners / collaborators.
For activity centers, monitoring the budget is made by the Administrative Committee (AC) of these centers.
- Cash flow forecasts are prepared by the supervisors in collaboration with the coordinators and submitted to the treasury every three months or as needed.
- The variance is a surplus or deficit from the budget forecast.
Adequate explanations of all budget gaps of more than 5% are mandatorily reported to the Board of Church and partners. 

Note: All structures receiving the above reports must take appropriate actions after receiving them. 

Article 2 - PRODUCING FINANCIAL REPORTS”
     The purpose of the reports is to report to the Church Council and various partners and collaborators in the use of resources made available to the ELCTG. The purpose of the reports is to ensure that all transactions or transactions are properly recorded in the archives.
     Quarterly financial reports are to be available for each quarter by 15th of the first month of next quarter. They can also be prepared as required by donors / partners. Financial reports are dated and signed by the treasurer general. As for annual reports, they are subject to review and approval of the Church Council before February 15. After its approval by the Council, they are sent to partners before February 28 by the treasurer general.
- Closure of the accounts is 31 December. All invoices must be received in cash before that date to allow managers to make reports and balance sheets.
Article 3 - MANAGEMENT OF FUNDS
                 Funds received by the Evangelical Lutheran Church of The Gambia (ELCTG) are classified according to their origin. They can be:
Unrestricted funds,
Designated funds, or 
Restricted funds.
a. Unrestricted funds are those that can be used by ELCTG for purposes of its choice.
b. Designated funds are amounts set aside for specific purposes. The designation may come from the donor or ELCTG.
c. Restricted funds are those where the donor imposes restrictions on the use of these funds and these restrictions must be observed. Any use other than that imposed by the donor must be an application that was written and the express written permission of the donor.
 
3.1. Annual Grants from Mission Partner (A – to be named as we get them)
3.1.1. Budget Preparation and Monitoring Operational
The church and Parishes of ELCTG receiving annual subsidies of Mission Partner (A – to be named as we get them):
a.  Must submit their proposed budgets for the year to come to their department or office of ELCTG before April 30.
b. A detailed narrative description of the components and sections accompanying the budget.
c. The departments prepare budgets and submit to the church office before May 30
d. The office of the Church prepares the budget and forward to council for approval before June 30
     e. The budget approved by the Board is transmitted to the Resident   Representative of Mission Partner (A – to be named as we get them) by the treasurer before July 5.

f. The budget agreed by Mission Partner (A – to be named as we get them) is transferred at least quarterly to accounts of the ELCTG on financial reporting of the previous quarter.
According to church policy, each proposed development cooperation funded through the Mission Partner (A – to be named as we get them) must have its own bank accounts. Similarly, the project bank account must have its own code into the accounting system of the project.
3.1.2 Budget Monitoring
a. Official of church Council and Treasurer General are jointly responsible for monitoring and controlling budgets. They must respect the budget lines with transparent accounts (vouchers).
The Component Leaders and cash are narrative and financial reports every six months for the Mission Partner (A – to be named as we get them)
b. Making them go through the coordinator of the department.
3.2 Annual Grants from Mission Partner (B – to be named as we get them)
 The Evangelical Lutheran Church of The Gambia Parish or projects that receive annual grants from Mission Partner (B – to be named as we get them)
3.2.1 Budget Preparation
The Evangelical Lutheran Church of The Gambia that receives annual subsidies from the Mission Partner (B – to be named as we get them):
a.  Must submit its proposed budget for the coming year in the office of ELCTG before June 30
b. A detailed narrative description of the items accompanying the budget.
The budget approved by the board of the ELCTG is sent to the Mission Partner (B – to be named as we get them) on cash before December 31.
The budget agreed by the Mission Partner (B – to be named as we get them) is transferred to the accounts of ELCTG according to their own schedule.
3.2.2 Budget Monitoring
a. Officials of the parish of (name the parish) and Treasurer General are jointly responsible for monitoring and controlling budgets.
b. They must respect the budget lines with transparent accounts (vouchers).
c. Officials of the parish and the treasurer present the narratives and financial reports every six months for the Mission Partner (B – to be named as we get them)
4.0. Annual Grants of the Mission Partner (C – to be named as we get them)
4.1 Preparation of the budget
The Evangelical Lutheran Church of The Gambia receives annual grants of Mission Partner (C – to be named as we get them)
a. Must submit their proposed budget for the coming year in the office of ELCTG before February 28.
b. Detailed narrative descriptions of the items accompanying the budget. Regional Representative before March 31.
     e. The budget agreed by Mission Partner (C– to be named as we get them) is transferred to quarterly accounts of the ELCTG.
     d. Financial reports are sent quarterly to Mission Partner (C – to be named as we get them)
4.2 Monitoring budget
a. The Department of evangelism and Mission and the treasurer are jointly responsible for monitoring and controlling budgets. They must respect the budget lines with transparent accounts (vouchers).
B. The project and cash are narrative and financial reports every six months for Mission Partner (C – to be named as we get them)
5. Other Funds
Outside the main sources of subsidies above, the ELCTG receives additional funds upon presentation of projects and their use is restricted by donors.
Accountability and monitoring their performance are the same as other grants. 
6. Funds Deferred
a. The use of carry over funds obeys a certain peculiarity. It is limited and defined by the Church Council.
b. The carry over funds are used to finance activities to enhance the property and capital of the Church.
Article 4. “AUDIT AND INTERNAL CONTROLS”
4.1 The Internal Accounting Controls
· The accounts of the Church are subject to internal control at least twice a year. Internal control is done by the commissioners appointed by the Council of ELCTG.
· Written reports for semi-annual project progress are submitted to the department of finance no later than July 31 for the first period and January 31 for the second half.
· The supervisor of each project prepares the biannual report on the progress of activities and forwards it to the department.
· Regular assessments are conducted to measure the achievement of projected results or not.
· Some adjustments are made by managers and components are subject to the executive committee of the department for approval.
· The project financial reports are made by the treasury of the Evangelical Lutheran Church of The Gambia.
· The planning of activities and financial transactions are prepared quarterly and submitted to the treasury by officials of the parish or component.
· Each project manager shall keep an inventory updated every three months of all project assets.
· All applications for purchase of materials or supplies are accompanied by the minutes of the committee concerned which authorized.
·  A full documentation of the credits allocated for a project is required.
· A review of each project is done annually by a person outside the project and appointed by the executive committee.
·  The control objectives of the projects must be clearly defined by the committee.
· The conclusions of the examination are discussed with the project before submitting the report to the church leadership and members of the executive committee. This deposit occurs within a month
·  Monitoring reports are reviewed by the Council of the Church which gives clear guidance to the executive committees of the departments.
· A copy of the report is sent to the donor / partner by the president.
·  The inspection report highlights the elements of each project separately.
·  The report must be dated and signed by the controller.
· Financing of the project may come from local sources as foreign.
· Any project for which funding application is approved by the Church Council.
· The acceptance of funding for a project must meet the requirements of the needs for the Church.
· Project staff is recruited by the Church Council.
· Travel and allowances as part of project management are supported by the project.
· The power to raise the money of the day and the price per kilometer (km) traveled back to the Church Council.
·  The project budget covers the costs of monitoring and evaluation.
· The treasurer / cashier from the Evangelical Lutheran Church of The Gambia is responsible for accounting, bank account, and ways to fund and monitor the state budget of each project
· The accounts of the Church are subject to external audit at least once a year.
·  The external audit is done by an auditing firm recognized officially by the authorities.
· The tender must be prepared and launched by the church office no later than January 31 and the choice of audit firm is done by the office with the participation of the coordinator of the Department of Community Development of ELCTG.
·  The final report of the auditors should be written in English should be available before March 15 of each year.
·  No expenditure may be classified as expenditure of project without appropriate permission of the coordinator concerned.
·  Each project must have administrative authorisation procedures clear and saved  
·  Each transaction must be approved and authorized in writing
·  No person shall permit a document which he may benefit.
· Requirements subject to authorization requests must be worn at the management structure.  

A document delegating approval and authorisation must be in place by the Church Council. This document includes instructions concerning: 

· The placement and approval of orders for goods and services
· Check signing
· Authorisation of personnel expenses
· The handling of cash receipts and checks
· Access to safe and petty cash
· Control and authorisation registers or accounting records
· The signing of contracts
· Access to shops
 D - "PURCHASES - EXPENDITURE"
   It is recommended that each partner organization of the Mission Partner (A – to be named as we get them) have a purchasing policy, namely: guidelines for property acquisitions. Characteristics for a simple process of acquisition are described below:
I - OPERATIONAL ASPECTS
1 - "Control" 

The operations study in this module will relate to: 

At the operational level:
      That is to say: Forecast expenditure in terms of needs, selecting suppliers, placing orders, receiving goods and invoice verification
· Supervisors of the components are responsible for identifying, estimating the need for equipment and procurement planning in connection with their team members.
· The estimate must be approved by the coordinator and the cash to ensure that money is available before seeking quotations.
Form of Accounting:
This deals with seeking, negotiating and settlement of debts to suppliers: 
· Decide from which section of the budget the church will buy property and ensure that funds are available and authorized for such a purchase.
· Prepare a list of characteristics that you require for this property (e.g. style, color and features or possibilities).
· Choose the most appropriate provider. This does not necessarily mean the cheapest option. Justify the choice if the cheapest option is not selected.
· Sort all documents relating to assets and records of the project.  
 For every purchase up to an amount equal to or greater than D6, 000 must necessarily look for quotes. The number of quotes that supervisors seek depends on the amount of purchase and is as follows:

Between D 6,000- D 30,000, it requires at least two (02) estimates.
Between D60, 000 – D 150,000 it is mandatory at least three (03) estimate.
Between D 1,000000 – D 10,000,000 must compulsorily at least four (04) estimate.
Beyond D 10 million it is mandatory for at least six (06) estimates.      
 NB If there is no enough suppliers in the market, the number of quotes is limited to the extent possible. However for the development Committee, consider the following directive contained in the "Project Manual"
Get three bids from different suppliers (if the purchase is valued at over $ 100) that is to say D3, 000
a. He who has sought the estimate is required to file these quotes from the coordinator, sends a copy to each member of the selection committee a week before their study.
b. The choice of suppliers should be varied for each estimate.
c. The selection committee is composed of the coordinator, a person in cash, the supervisor and a board member of the Evangelical Lutheran Church of The Gambia living in the area. He who has sought quotes should not sit in the selection.
d. The coordinator or supervisor is will be the convenor of the said committee.
e. The committee elects reporter among its members.
f. The deliberations of the selection committee are recorded in minutes signed by all members.
g. A copy of the minutes and the quotes chosen are filed with the storekeeper
2. SELECTION OF SUPPLIERS AND PRODUCTS”
The supplier must be credible
The supplier must be able to deliver all materials on time.
The bill must be in good and due form.
The representative of the Treasury is responsible for monitoring purchases.
The supplier must have a bank account to receive ELCTG payments.
The product selection includes the cost, quality, reliability and service 
     3 - REGULATION ON BILLS”
For orders worth more than or equal to D 6,000, he must pay by check.
The storekeeper shall ensure that all equipment is delivered in good condition
The payments are as follows:
50% over the control and 50% after complete delivery
ASPECTS OF ACCOUNTING-II
1 - ACCOUNTING PRINCIPLES
- Save costs in the year in which they are consumed.
- Establish reserves for charges clearly specified in their nature.
- Separate charges for two years by adjusting entries 

2 – PROCEDURES – 

· Orders are made by officials (President, Coordinator, supervisor, ...)
·  Invoices are sent to the treasurer or cashier for verification of conformity between purchase orders, delivery notes and invoices. 
· Presentation of the means of payment to the supplier by the accountant.
· Transfer to the accounting rules for accounting                                

E – USE OF “CASH"
    The operation study in this module will relate to:
Operationally: Receipts by cash, checks and bank transfer or postal payment by cash, check or money transfers, income and expenses associated with these operations
From an accounting: Accounting for cash transactions and bank assets control in hand and at bank.
I - OPERATIONAL ASPECTS
1 - OPENING OF ACCOUNTS”
 Any account opening is subject to approval by the Council of ELCTG and each account is payable to the Church.
 The accounts of the ELCTG are currently open:
a. GT BANK Brikama- Local church
b. TRUST Bank Banjul- Mission
 All bank accounts of ELCTG appear in its general account. 
2 - “SIGNATURE OF VOUCHERS”
Any operation of bank account of the ELCTG includes:
a. Checks,
b. Transfers
c. Transfer,
is signed jointly by two people.
a. The signatories are chosen by the Council of ELCTG.
b. Cheques are controlled effectively and are kept in a secure location.
c. No blank check is signed.
d. The details of each payment by check are entered on the check stock / duplicate.
e. The bank reconciliation is done monthly.
f. Any excess fund in cash that exceeds the requirements is deposited in a bank account.
3 - CLOSURE OF AUDITORS
 The decision to close an account at a local bank must come from the Council of the ELCTG as a proposal from the Treasury.
4 - SAFE FEATURE
· Each responsible body must have a safe.
· Withdrawing money: To prevent large sums of money remaining in the coffers, officials of department or section should estimate the amount they will need for their work in the month. It is strongly recommended to have another trusted person preferably an employee of the ELCTG to accompany those charged to withdraw money from the bank. 

II - ACCOUNTING ISSUES
1 - PRINCIPLES OF ACCOUNTING
· Cheques are recognized upon signature, so they are not yet settled by the bank
· The check or transfer partners are recognized upon receipt of a notice of bank credit
2 - PROCEDURES
· Separation between the functions of accounting and treasurer,
· Recognition of cash receipts on a daily basis in order of their numerical sequence. Any break in the sequence should lead to investigations,
· Determination of a maximum amount to be kept in crates
· Periodic bank reconciliations by someone different than who manages the accounts of banks
·  Random checks of credit
·  All payments must be justified by a body partly covered by the president or coordinator with documentation
· All bills paid shall be marked "settled" for a double bills marked "copy"
· The receipt books bearing the letterhead of the Church
·  Only authorized persons can receive cash
· Bookkeeping cash for all transactions in cash or bank
· A writing cabinet is made in ink
· Verification of monthly cash balances
·  Verification of monthly cash  by the Treasurer
· Verification of the monthly petty cash by two persons to be appoint, culminating in a report
· Check the small box each time the advance is renewed
· Money transfers from one account to the general ledger are entered in the log
· A good newspaper is established on the occasion of each transfer between accounts. 
  2.1 Concepts, Standards and Accounting Policies
      The ELCTG in its accounting work according to law and accounting principles in force in the sub region. Managers and accountants must strive for honesty, transparency, fairness and clarity in management. ELCTG follows an accrual basis.
2.1.1 Accounts
      The chart of accounts is prepared according to the accounts of Sysco. Accounting for goods and services provides free subject to a revaluation followed by counting. The accounts are prepared using local currency.
2.2 Values ​​Capitalized and Depreciated
a. Fixed assets are expressed in their original cost.
b. Property received as gifts are expressed by value as if they were purchased on the local market at the date of acquisition.
c. Documented the determination of value is made in cash in accordance with the donor.
d. The land and buildings received are expressed by value determined by a professional appraisal commissioned by the Treasury.
e. The date of this evaluation is mentioned in the notes to the account of acquisition.
f. The book value of assets is amortized over the estimated duration of their respective useful lives.
g. The linear mode is used for the amortization of the SLE.
     The depreciation rates applied by the ELCTG are those generally accepted in practice by the SYSCOA listed below: 
	Category Code
	 Rate
	 Duration

	Commercial buildings or industrial
	 3-5%
	 3 years to 20 years

	Buildings for residential use
	 1-2%
	 10 years to 50 years

	Hardware
	 10-15%
	 10 years to 6.7 years

	Tools
	 10-20%
	 10 years to 5 years

	Furniture
	 10%
	 10 years

	Office equipment
	 10-20%
	 10 years to 5 years

	Fixtures, furnishings, equipment
	 5-10%
	 20 years to 10 years

	Transportation equipment
	 25-33%
	 4 years to 3 years


a. Investments are recorded in the accounts by either the original cost, 
b. Or under the market price, whichever is the lower of the two.
c. Goods donated for free distribution are not locked. These properties are however listed by each store manager or head of distribution following the rules of inventory management.
d. Pledged donations not yet paid to ELCTG are registered in the accounts when received.
3. Sales
For amounts lower than D6, 000, the ELCTG must have pre-numbered receipt books for all sales signed by the buyer and seller.
The book sale is to have three copies:
One for the buyer
One for accounting and the other as duplicate. 
In terms of Library facility, receipt number must match the number of access card and register.
· Renewal date cards should be clarified by officials of the Library.
· Revenues are recognised and cash payments to the bank as soon as possible.
· It is not allowed to sell on credit.
· Revenue should not be directly used for operation.
· All revenues paid to cash advance must be paid to the bank.
· For any income generating activity there must be a record of revenue, and a book of invoice.
· The book is verified by an official of the treasury to each payment. 
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