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APPENDICES 

Appendix i i 
V i c t o r Y . El-Nsha u 
Laela Agricultura l Centr e 
P. O . Box 21 
Laela -  Rukw a 
E mai l laela@bushlink.co.tz 

23/12/2003 
The Headmistres s 
Laela Secondar y Schoo l 
P. O. Box 1 
Laela - Rukw a 

Dear Madam ; 

Re: P A R T I C I P A T I O N I N T HE L A E L A S E C O N D A R Y S C H O O L A C T I V I T I E S 

Please refer to the abov e state d subject . 

I am interested t o participate in carrying out the activitie s of your organization on part 
time basis fo r a period of 1 8 months. 
Currently I  am pursuing a postgraduate studie s offere d jointly by the Souther n New 
Hampshire University an d Open University of Tanzania. 
This course wil l ru n fo r a period of 18 months beginnin g in September 2003 . As a 
participant I  expect t o cover the followin g subjects; - projec t desig n and management , 
principles and practices of management, survey , monitoring and evaluation, economic 
and development , financia l management , accounting , information management, analysi s 
and presentation an d other optiona l topics. 
At th e momen t w e have covered the followin g subjects; - accounting , introduction to 
principles and practices of development, cooperative development and project design . 
Myself have experience in the followin g fiel d whic h I  can share with you;-

proposal writin g 
sustainable agriculture 
management 
project plannin g etc. 

M y participatio n i n the schoo l activities wi ll b e free o f charge fo r the entir e period of 18 
months. 
1 will appreciat e i f you can spare sometime so that we can meet an d put u p a  schedule of 
activities according to you r needs . 

Thank yo u Mada m 

Victor Y . E l - Nshau 

mailto:laela@bushlink.co.tz
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Appendix iii 

Map o f Tanzania showing the position of Rukwa Region 
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Appendix iv 

Map of Rukwa Region showing location of Laela village 
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Appendix v 

A brie f backgroun d o f LSS 
1.1 Locatio n an d physica l features o f Laela Secondar y Schoo l mandat e area . 
Laela Secondar y Schoo l (LSS ) is located in Laela villag e in Sumbawanga district , Rukwa 
region. Lael a villag e i s located alon g Sumbawanga -  Tunduma road, abou t 10 0 km fro m 
Sumbawanga tow n an d 23 0 k m fro m Mbey a municipal . Th e loca l peopl e ar e 
predominantly Wafip a an d farmin g is their major occupation . Appendices i and i i are th e 
maps o f Tanzania and Rukw a showin g the locatio n of Laela village . 
Altitude i n Laela varie s between 120 0 an d 180 0 m. The western area s are lowe r (1200 t o 
1600 m ) an d th e altitud e ten d t o ris e i n a n easterl y direction . The moda l slop e i s ver y 
gentle (  0. 5 -  2 ) o n th e nort h wes t o f Sumbawanga -  Tundum a road , gentl e (  2  -  6 ) o n 
hilly area s to th e nort h eas t an d moderat e t o steep (more tha n 6 ) to th e east , overlooking 
the lak e Rukwa plai n (King , 1979) . 
The mea n annua l rainfal l i s 800 mm an d the mea n annua l temperature i s about 2 0 C. 

1.2 Backgroun d information about L SS 
In 1987-8 8 th e pries t o f Laela paris h proposed t o the  authorit y o f Laela villag e t o buil d a 
new primar y schoo l becaus e the  existin g school ha d n o enoug h room s fo r the  growin g 
population. 
Immediately afte r commencemen t o f the primar y schoo l constructio n i n M a y 198 8 th e 
party chairma n o f the C C M announce d i n public meeting i n Laela tha t thi s ne w buildin g 
would becom e a  secondar y school . The proposal was receive d with a  certain enthusias m 
by th e populatio n o f Lael a an d spontaneousl y som e contribution s wer e offere d i n term s 
of cash , materials an d labour . 
In Februar y 199 2 Lael a Secondar y Schoo l wa s opene d b y condjuto r Bisho p o f 
Sumbawanga T . Ngalalekuntwa. I n March 199 4 the schoo l was officiall y registere d a s a 
private secondar y schoo l owne d b y Sumbawang a Developmen t Trus t (SUDET ) an d 
managed b y Th e Bisho p o f th e Catholi c Dioces e o f Sumbawanga . Th e registratio n 
number o f the schoo l is S 503. 
In th e yea r 200 0 S U D E T decide d t o han d ove r th e ownershi p o f school to th e Bisho p o f 
Catholic Dioces e of Sumbawanga afte r failin g t o meet it s obligations as the owner . 
According t o the ac t o f National Educatio n no. 25 o f 1978 ; "Owner" in relation to school 
means ; -
(a) th e perso n wh o receive s the  fee s pai d by or on behal f of the pupil , whethe r o r not th e 
whole o r an y par t o f it i s expended o n the maintenanc e o f the schoo l or fo r th e purpose s 
exclusively relating to the school ; or 
(b) i f there i s n o suc h a  perso n a s i s specifie d i n paragraph (a) , th e perso n wh o ha s th e 
power to appoin t an d dismiss the teachers of the school ; or 
(c) i f there is no suc h a  person a s specifie d in paragraph (a ) an d (b) , the perso n entitle d in 
possession t o the  premise s i n whic h th e schoo l i s conducted : Provide d that wher e the 
school i s a property o f a body of persons, an d that body of persons ha s appointe d a  person 
to represen t i t i n matters relatin g to th e school , the perso n s o appointe d shal l b e deeme d 
to be the owne r of the schoo l for the purpos e o f this act . 
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Moreover th e ac t stipulat e that : manage r " i n relation to an y school , means a  person wh o 
is responsibl e fo r the  administratio n of management o f that schoo l or o f the activitie s of 
the pupil s i n tha t school , an d i n the  cas e o f an y institutio n o r organizatio n givin g 
instructions b y means o f correspondence delivere d by hand o r through posta l service , th e 
person wh o i s responsible fo r its administration or management. " 
2.3 The objective and activitie s of LS S 
The objectiv e o f Lael a Secondar y Schoo l i s to provid e secondary educatio n i n the Lael a 
parish mandat e are a coverin g 25 village s as there is no othe r secondar y schoo l in the are a 
despite th e fac t tha t each villag e has a t leas t on e public primary school. 
The mai n activit y o f th e Lael a Secondar y schoo l a s th e nam e suggest s i s t o provid e 
secondary educatio n t o childre n who hav e finishe d primary school . The schoo l being a 
commerce bias , concentrate s o n commerc e subjects . Moreove r the schoo l i s a  centr e fo r 
private candidate s o  f this are a wh o wish t o si t fo r various national examinations . Th e 
school als o provide s evenin g classe s fo r th e student s wh o ar e intereste d i n offic e 
management an d typing courses. 

1.4 Infrastructure s o f L S S 
LSS ha s 1 3 classrooms tha t meets it s target o f carrying 32 0 students i n two streams fro m 
fonn on e u p t o for m four . I t ha s a  lan d are a estimate d a t 12 0 acre s tha t i s als o goo d fo r 
agriculture. Currentl y the schoo l has hostel s fo r girl s tha t have th e capacit y of taking 10 0 
girls an d moreove r ther e ar e 7  staf f quarters . Thre e laborator y block s have bee n buil t a t 
the schoo l bu t requir e som e finishin g b y puttin g floor,  plasterin g o f wall s an d fittin g 
ceiling boards . Structure s tha t ar e no t ye t buil t includ e a  librar y block , assembl y an d 
dinning hall , administratio n block an d boys hostels . Currentl y some o f the classroom s ar e 
being use d t o serv e othe r purpose s becaus e o f few students . Figur e 2 i n appendix xi i is a 
photograph o f a  C E D course participant , som e student s an d managemen t tea m o f L SS 
taken i n front o f classrooms 

1.5 LS S academic performanc e 
The firs t batc h o f 39 for m I V students graduate d i n 199 5 whereby 79 % of these students 
passed th e exa m and th e schoo l ranked the secon d i n the entir e Rukw a region . The y were 
ranked numbe r 27 1 ou t o f 464 school s i n the overal l performanc e o f Tanzania secondar y 
schools for m fou r exams . Fo r the firs t thre e year s th e performanc e o f school was goo d 
till 199 5 whe n th e performanc e starte d t o drop . A t that tim e als o th e numbe r o f teachers 
increased bu t the y wer e no t qualifie d teacher s a s mos t o f them wer e for m si x graduates . 
The schoo l trie d t o secur e teacher s fro m the  governmen t o n secondmen t bu t the y wer e 
not successfu l excep t fo r the headmasters who have joined the schoo l at a  varying periods 
for a  duratio n o f two year s only . I n yea r 200 3 th e schoo l was ranke d a t 59 9 ou t o f 62 3 
secondary school s with les s than 3 0 students in form fou r results . 
In a n effor t o f th e schoo l t o solv e th e proble m o f unqualifie d teachers , th e schoo l 
sponsored 5  teachers to atten d teacher' s course a t diploma level. 
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Unfortunately ou t o f 5 only tw o ar e stil l teachin g i n this schoo l while other s lef t lookin g 
for "green pastures som e where else" . 

It seem s whe n these teachers wen t fo r training there were n o forma l (written ) agreemen t 
with th e schoo l as t o th e duratio n of service at schoo l after completio n o f the course . 
These teacher s an d other s lef t th e schoo l mainly complainin g of low and delaye d salary 
payment. Th e current administratio n has struggle d to loo k fo r qualifie d teacher s an d now 
the schoo l has 8  qualified teacher s an d 3  others ar e ex-form six leavers. 

As mentione d abov e th e schoo l capacit y i s fo r 32 0 student s fro m for m on e u p t o for m 
four. Wit h the  exceptio n of the first 3  year s wher e th e numbe r o f students increased , in 
subsequent year s th e tren d show s tha t the  numbe r o f dro p ou t i s o n th e increase . Th e 
number of students fo r each class in year 2003 was a s in table 22 below. 

Form Girls Boys Total Capacity 
level 

Deficit 

I 
12 24 36 80 44 

II 27 37 64 80 16 
III 7 10 17 80 63 
IV 12 17 39 80 41 

Total 58 88 156 320 164 
Source; LS S attendance report , November 2003 

From th e abov e dat a w e observe that , wit h th e exceptio n of form tw o student s eac h clas s 
had mor e tha n hal f dropout . Th e reaso n fo r declinin g tren d o f students a s mentione d b y 
interviewees were ; poo r performanc e o f schoo l tha t doe s no t attrac t other s t o joi n th e 
school i n form tw o and fo r four exams , lac k o f qualified teachers , lac k o f funds t o run the 
school, povert y leve l an d ignoranc e leve l o f loca l peopl e a s the y d o no t se e th e 
importance of educating their children . 

1.6 Incom e Generation Activities o f LS S 
LSS operate s a  numbe r o f projects i n it s effor t t o rais e interna l fund s an d t o mee t foo d 
requirement o f students. Suc h project s include 

- raisin g agricultur e crops lik e maize , sunflower and beans whereb y these product s 
are consumed by students . 

- livestoc k keepin g mainly dairy , pigs an d oxe n herd; th e majo r product s her e ar e 
milk an d por k whic h i s sol d t o generat e incom e fo r th e school . Oxe n ar e mainl y 
used fo r different far m operations an d as a  means o f transport , 

- a n oi l press ; customer s brin g ra w sunflowe r fo r oi l extractio n an d pa y fo r th e 
service. Oi l cake i s sold t o various animal keepers. 

- a  millin g machine ; customer s com e fo r thi s servic e an d the y ar e charge d fo r the 
service they ge t a s a n incom e for the school . 
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- Vegetabl e garden ; mainl y vegetabl e grow n ar e utilize d i n the kitche n a s foo d fo r 
students. 
- Schoo l shop ; Th e mai n objectiv e o f th e sho p i s t o provid e basi c service s t o 
students withi n th e schoo l compoun d whil e a t th e sam e tim e th e profi t realize d 
contribute t o financia l sustainability of the school . 

1.7 Governanc e an d Managemen t o f LS S 
As mentione d abov e thi s schoo l i s owne d an d manage d b y th e Catholi c dioces e o f 
sumbawanga. I t ha s a  boar d tha t i s approve d b y th e Regiona l Commissione r an d it s 
functions ar e sam e a s thos e o f th e boar d o f a  publi c schools . Accordin g t o the  nationa l 
education Ac t numbe r 2 5 o f 1978  a s amende d b y A c t numbe r 1 0 o f 1995 ; th e schoo l 
Board ha s the  authorit y t o supervis e managemen t an d developmen t plan s o f the school , to 
control th e disciplin e of teachers an d student s an d t o contro l th e finances  o f the school . 
The supervisio n o f da y t o da y runnin g o f the  schoo l i s th e mai n dut y o f th e hea d o f 
school. Head s o f the  departmen t ar e responsibl e fo r da y t o da y runnin g o f thei r 
departmental activities . 
A l l i ssues o f the student s are raise d throug h counci l of students before movin g to th e 
stage above . Thi s structur e appear s t o b e a  lon g on e an d a s suc h ma y dela y th e 
implementation o f som e decisions . Moreove r i t doe s no t sho w full y th e interna l 
organization structur e as see n below . 
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Figure 6 : Organi-gra m o f Laela Secondary Schoo l 
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Appendix vi i 

Needs assessment checklist 

In orde r t o get mor e insigh t and remin d the respondent s about th e Lael a 
Secondary Schoo l a  set o f questions wer e developed a s follows; -

Consider th e pas t 3  years i n Laela Secondar y Schoo l 

1. Wha t were the majo r change s 
- Resource s 
- I n ou r activities ; numbe r o f students , students ' performance , Incom e 

Generation Activitie s (IGA ) suc h cro p growing , livestock , oi l pressing , 
milling, retai l shop. 

Did w e fare more of or less of 
Did we add more of or less of 

2. D o we fee l i n what w e do we have a  direction? Explai n 

Strengths an d weaknesse s i n the capacit y of Laela Secondar y School ; 

3. Referrin g to your experience wit h Lael a Secondary School -

Think of , - the capacity of service delivery, 
internal (Organizational ) capacity 
and the til l th e followin g table : 

Element of Capacity Strengths Weaknesses 
Resources 
- Asset s 
- Technolog y 
- Huma n resources; -

number and 
competence 

- Financ e 
Policies and systems ; 
Accounts, filing,  personnel , 
Job description, personnel 
Evaluation, employmen t 
Contracts etc . 
Structure 
Governance 
- Boar d meeting s 
- Boar d role s 
Management 
Roles 
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4. Wha t changes do we expect in 1) next one year, 2) next three years with 
regard to resources available , in what we do and in how we work. 

One year 3 years 
Available resources 
In what we do 
In how we work 

The participants in this exercise were; 

1. Sr . A. Gwera Headmistres s of the school 
2. Mr . F . Ngailo Schoo l Secon d Master 
3. Mr . D . Mkulima Senio r teacher at the school since its inception. 

Each respondent attende d th e questions individuall y and presented, then the final 
answer were agreed as presented below . 
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Appendix vii i 

S E L F ADMINISTERE D QUESTIONNAIR E F O R L A E L A S E C O N D A R Y 
S C H O O L 

Objective o f the survey : I n th e recen t pas t Lael a Secondar y Schoo l ha s no t bee n abl e t o 
have ful l capacit y student s a s expecte d neithe r di d i t have enoug h staf f fo r teaching . O n 
the othe r han d th e schoo l see m t o hav e othe r necessar y infrastructure s suc h a s buildings, 
learning materials , ampl e lan d etc . Th e objectiv e i s t o asses s th e need s o f the schoo l s o 
that i t ca n continuall y delive r qualit y educatio n t o it s student s throug h sel f financin g 
mean. 

1. Name : 

2. Sex : mal e [  ]  femal e [  ] 

3. Age : (years ) 

4. Dat e of interview: 

5. Education : Wha t i s the highes t educationa l leve l yo u achieved ? 

(circle one ) 
Adult literac y 1 
Primary schoo l leve l 2 
Ordinary secondary schoo l leve l 3 
Advanced secondar y schoo l leve l 4 
Tertiary education 5 

6. Wha t i s your relation wit h schoo l 

(Circle one ) 

Teacher 1 
Support staf f 2 
Student 3 
Board membe r 4 
Parent 5 
Other (mention 

7. Th e actua l numbe r o f student s availabl e a t the schoo l currentl y i s 9 8 whic h i s fa r 
below th e tota l schoo l capacit y o f 32 0 students . Wha t d o yo u thin k ar e th e reason s fo r 
low numbe r o f students? (Pleas e giv e at leas t on e reaso n bu t no t mor e tha n three) . 



79 
1 

2 

3 

2 
8. Currently the schoo l has 5  qualified teacher s instea d of 14 assuming the schoo l has ful l 
capacity students . Wha t d o yo u think ar e th e reason s fo r lo w number o f teachers a t thi s 
school? (giv e at leas t on e reason but no t more than three) . 
i  

i i . 

i i i 

9. Income generation projec t fo r the schoo l include a oil press machine , mill ing machine , 
crop growin g an d livestoc k keeping . Pleas e giv e u s you r vie w o n th e availabilit y o f 
progress repor t o f these project s b y choosin g the mos t correc t statemen t amon g the  lis t 
below ;-
a) Report s are prepared a t leas t twic e per year and are availabl e to al l concerned [  ] 
b) Report s are prepared a t leas t twice per year but not see n by all concerned [  ] 
c) Report s are prepared onl y once per year [  ] 
d) N o reports a t al l [  ] 
e) No t sure i f reports ar e prepared [  ] 

10. What ar e th e othe r source s o f incom e fo r th e school? : 

11. Fo r eac h sourc e o f incom e you mentione d abov e indicat e i f there ar e problem s i n 
realizing it ; 
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Question 1 2 an d 1 3 t o b e answere d b y boar d member s onl y b y markin g th e correc t 
answer i n the spac e provided; 

12. Doe s the schoo l board meet regularly as schedule d in the plan ? Ye s [ ]  N o [  ] 

13. Di d th e boar d membe r receiv e an y trainin g s o tha t the y understan d thei r rol e an d 
responsibility? Ye s [ ]  N o [  ] 

Questions 1 4 t o 2 0 t o b e answere d b y boar d member s an d staf f onl y b y markin g th e 
correct statemen t i n the spac e provided; 

14. Jo b description s ar e writte n fo r every employee . Tru e [  ]  Fals e [  ] 

15. Recruitmen t procedure i s available for the schoo l employees Tru e [  ]  Fals e [  ] 
3 
16. Ever y employe e ha s a n employment contract . Tru e [  ]  Fals e [  ] 

17. Wel l know n procedure fo r revenue collectio n and expenditur e fo r the schoo l is in us e 
at th e school . True [  ]  Fals e [  ] 

18. Th e filin g syste m fo r the  schoo l written. Tru e [  ]  Fals e [  ] 

19. Procedur e fo r employee evaluatio n i s in place. Tru e [  ]  Fals e [  ] 

20. Grievanc e procedure know n to every employee . Tru e [  ]  Fals e [  ] 

21. Afte r goin g throug h thi s questionnair e pleas e giv e u s you r view s o n wha t shoul d b e 
done s o that the schoo l can achiev e it s objectives; -
i 

ii 

iii 

Finally w e thank yo u for your valuable time devoted t o this questionnaire . 
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Appendix i x 

Cheek lis t for ke y informan t intervie w 

- Wha t ar e your activities? 

- I s there a written procedure of handling the schoo l funds ? Explain . 

- Ho w i s your job description written? What are the contents ? 

- Wha t are the sources of income for the school? 

- Ho w d o you collect revenue fro m projects , students , othe r sources? etc . 

- Ho w i s the expenditur e of money effected . 

- Wha t books of accounts do you have and are use ? 

- Ho w i s the movemen t of stock treated ? 

- Explai n the  procedure of salary payment 

- Ho w ofte n d o you produce reports, who do you target? 
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Appendix X 

Research findings 

Table 3 : Relatio n o f respondents with schoo l 

Frequency Percent Valid Percen t 

Board member 3 7.3 7.3 

Government leader 2 4.9 4.9 

Parent 15 36.6 36.6 

Student 15 36.6 36.6 

Support staf f 3 7.3 7.3 

Teacher 3 7.3 7.3 

Total 41 100.0 100.0 

Source; LS S Research, Apr i l 200 4 

Table 9 : Numbe r an d qualificatio n o f teachers in L SS 

Qualification/Year 1996 1997 1998-2000 2001-2002 2003-2004 

Degree leve l 0 0 1 0 0 

Diploma leve l 7 6 9 8 9 

Form si x leve l 4 4 1 7 12 

Source; LS S Research, Apr i l 200 4 
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Table 11 : The performance o f L SS i n national form fou r examinations whe n compare d 

with othe r schools. 

Year Rank Total numbe r 

of school s 

Percentage 

1995 271 464 58 

1996 331 506 65 

1997 331 543 61 

1998 395 611 65 

1999 324 660 49 

2000 399 660 60 

2001 68 186 37 

2002 599 622 96 

2003 68 180 38 

Source; LS S Research, Apr i l 200 4 
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Table 12 ; Reporting for Income Generatio n Activitie s 

Frequency Percent Val id Percen t 

Reports prepare d twic e or more t o stakeholder s 2 4.9 4.9 

Reports prepare d twic e o r more i n a year bu t no t 

distributed 

10 24.4 24.4 

Not sur e if reports are produce d 29 70.7 70.7 

Total 41 100.0 100.0 

Source; LS S Research, Apr i l 200 4 

Table 14 : Did board receiv e an y training ? 

Frequency Percent Val id Percen t 

No 9 22.0 100.0 

Not applicabl e 32 78.0 

41 100.0 

Source; LS S Research, Apr i l 200 4 
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Table 15 : Job descriptio n written an d clea r to worker s 
Frequency Percent Val id Percen t 

True 3 7.3 33.3 

Not tru e 6 14.6 66.7 

Total 9 22.0 100.0 

Not applicabl e 32 78.0 

41 100.0 

Source; LSS Research, Apr i l 200 4 

Table 16 : Recruitment procedur e available in writing and clear to all 
Frequency Percent Val id Percen t 

True 2 4.9 22.2 

Not tru e 7 17.1 77.8 

Total 9 22.0 100.0 

Not applicabl e 32 78.0 

41 100.0 

Source; LS S Research, Apr i l 200 4 

Table 17 : A l l employees hav e work contrac t 
Frequency Percent Val id Percen t 

True 4 9.8 44.4 

Not tru e 5 12.2 55.6 

Total 9 22.0 100.0 

Not applicabl e 32 78.0 

41 100.0 

Source; LS S Survey, Apr i l 200 4 
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Table 18 : Workers evaluation procedure availabl e and i n us e 
Frequency Percent Valid Percen t Cum. Percen t 

Valid True 3 7.3 33.3 33.3 

Not tru e 6 14.6 66.7 100.0 

Total 9 22.0 100.0 

Missing Not applicabl e 32 78.0 

Total 41 100.0 

Source; LSS Research, Apr i l 200 4 

Table 19 : Grievance procedure availabl e and known by al l staff 
Frequency Percent Val id Percen t Cum. Percen t 

Valid True 4 9.8 44.4 44.4 

Not tru e 5 12.2 55.6 100.0 

Total 9 22.0 100.0 

Missing Not applicabl e 32 78.0 

Total 41 100.0 

Source; LS S Research, Apr i l 200 4 

Table 20: Accounting procedure writte n an d clea r to al l concerned 
Frequency Percent Val id Percen t 

True 1 2.5 11.1 

Not tru e 8 19.5 88.9 

Total 9 22.0 100.0 

Not applicabl e 32 78.0 

Total 41 100.0 

Source; LS S Research, Apri l 200 4 
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Figure 7: Monthl y Cash summary form 

F O M U Y A F E D H A K W A M W E Z L . 

F e d h a t a s l i m u s a n d u k u / m i k o n o n i 

MAPATO 
Direct income of the school 

1. Z i l i z o k u w e m o m w a n zo w a m w e z i / m u h u l a 

2. M a k u s a n y o y a ad a 

3. M i c h a n g o m i n g i n e y a w a n a f u n z i 

4 . M e n g i n e y o 

5. R u z i i k u t o k a 

6. Z a w a d i 

7. R i b a t o k a h a z i n a k a t i k a b e n k i 

M W A K A 

F e d h a k a t i k a B e n k i 

MATUMIZI 
Matumizi y a kawaida ya shule 

1. K u n u n i i a v i f aa v y a o f i s i . 

2 . K u n u n u a v i e l e l e z o 

( p e d a g o g i c a l m e a n s ) 

3. U n u n u z i w a c h a k u l a 

4 . U n u n u z i w a k u m i 

5. M i s h a h a r a w a w a t u m i s h i 

6. N P F 

7. U s a f i r i n a p o s h o k w a 

s e m i n a z a w a t u m i s h i 

8. M a t i b a b u y a w a t u m i s h i 

9. U k a r a b a t i w a m a j e n g o n a z a n a 

10. M i c h e z o na she r eh e 

11 . M i t i h a n i 

12. M a f u n z o y a w a t u m i i s h i 

13. M e n g i n e y o 

Miradi 

1. M a t i z o y  a m a z a o 

2. M a t i /o y  a m i fug o 

3. M a t i z o y a mafu t a y a a l i z e t i 

4 . M a p a t o y a n i a s h i n e y a k u s a g a 

5. M a p a t o y a 

Kuvveka benki na mikopo 
1. K u t o k a b e n k i ( w i t h d r a w a l s 

w i t h o u t interest ) 

2 . K u r u d i s h i w a m i k o p o 

J u m l a y a m a p a t o 

Miradi 
1. G h a r a m a z a m a s h a m b a 

2. G h a r a m a z a m i f u g o 

3 . G h a r a m a z a k u n u n u a 

a l i z e t i n a k u i k a m u a 

4 . G h a r a m a z a m a s h i n e 

y a k u s a g a 

5. G h a r a m a z a 

Kuweka benki na mkopo 
1. F e d h a i l i y o w e k w a b e n k i 

2 . M i k o p o k w a w a t u m i s h i 

J u m l a y a m a t u m i z i 

B A K J K A T I K A S A N D U K U 
B A K I K A T I K A B E N K I 

S A H I H I Y A M T U N Z A F E D H A 

S A H I H I Y A M K U U W A S H U L E 
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Appendix X I 

LSS Organizatio n chart 

School 
Board 

Head o f 
S c h o o l 

Second 
Master 

Administration Accounts 
S e c t i o n 

Academic 
Master 

Librarian 

Self Relianc e 
Master 

Discipline 
Master 

Sports 
Master 

Project 
Master 

Laboratory 
Technician 

Subject 
Master 

Subject 
Teachers 

Project 
Operators 

Students 
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Appendix xii 

Figure 2: The C ED cours e participant and some students and management tea m of LS S 
posing fo r a group picture in the schoo l compound. 
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Appendix XII I 

T H E P R O P O S E D A C C O U N T I N G M A N U A L F O R L A E LA S E C O N D A R Y 
S C H O O L 

Introduction 
The accountin g ha s bee n prepare d followin g the  reques t made by the managemen t of 
Laela Secondar y Schoo l (LSS). Thei r request was supplemente d b y in depth stud y that 
revealed lac k of proper financia l records, accountability , transparency an d lac k of 
financial reportin g an d evaluatio n have contribute d t o the failur e o f school to achiev e it s 
objective o f providing secondar y education . Ther e i s no wa y the schoo l can measure it s 
performance withou t maintainin g proper financial  record s becaus e its activitie s are finall y 
expressed an d ar e measure d i n monetary terms . 
This manua l mainl y adheres to Tanzania Statement of Recommended Practic e No. 2: 
Basic Recor d keeping an d Accountin g Practices fo r N G O 's i n Tanzania. I t i s prepared o n 
consideration tha t L SS has n o accountin g syste m tha t complies with official standard s 
and a s suc h th e propose d manua l i s made simple but i t enhances transparency , 
accountability an d financia l reporting . 

This simpl e accounting manua l consist s o f recommended instruction s whic h cover:-
> Th e accountin g syste m operate d b y the schoo l 
> Th e preparation o f budgets 
> Th e provision of information t o management on the performanc e o f various 

activities in the schoo l 
> Th e contro l of assets and liabilitie s including fixed  asset s of the schoo l 

The purpose o f the accountin g manua l include: -
> T o describ e th e mai n accounting procedure s operate d b y the schoo l 
> Explai n th e mai n accounting principle s adopted b y the schoo l 
> Ensur e uniformit y in the accountin g procedures an d principles throughout th e 

school 
> Provid e a ready mean s of reference i n order t o explai n the accountin g syste m an d 

financial managemen t informatio n to staf f and management of the school . 

Section A 
1.1 Th e proposed organizatio n structur e of the Lael a Secondar y Schoo l (LSS) 
The proposed organizatio n structure of LSS i s as show n in appendix x i. 

1.1.1 Staf f position an d numbe r 
Head o f School 1 
Assistant Hea d o f School 1 
Discipline maste r 1 
Self relianc e maste r 1 
Academic master 1 
Other teachers 1 1 
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Office superviso r 1 
Secretary 1 
Messenger 1 
Accountant 1 
Cashier 1 
Store keeper 1 
Librarian 1 
Technicians 2 
Warden an d Matro n 2 
Driver 1 
Cooks 4 
Watchmen 2 

1.1.2 Responsibilitie s of the schoo l Boar d 
=> Board ha s the  authorit y to supervis e management an d development plan s o f the 

school, 
=> to control the disciplin e of teachers and students and 
=> to control the finance s o f the school. 

1.1.3 Dutie s and function s o f th e Hea d o f the Schoo l 
> The supervision of day to day running of the schoo l is the mai n duty of the hea d 

of school . 
> Accountin g office r o f the school 

> Supervises al l department includin g accounts sectio n 
> Coordinate all departments of the school 

> Supervises the preparation of school budget 
> Secretary t o school board 

1.1.4 Dutie s and functio n o f heads of department 
Heads of the departmen t ar e responsible fo r day to day running of their departmenta l 
a c t i v i t i e s . 

1.2 Th e organization an d responsibilitie s of accounts department 
1.2.1 Th e organization of LSS Accounts Department. 
The organization of LSS account s departmen t i s set ou t i n figure 4 below. The 

department i s headed b y the accountan t wh o is responsible to the head o f school. 
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Figure 8 : The proposed organizatio n chart o f LSS Account s departmen t 

Source: Own source; December , 200 4 

1.2.2 The department has the following main functions;-
> Financial accounting 

> Cas h 
>Salaries an d wage s 

> Store s 
1.2.3 Responsibilitie s of the departmen t 
The responsibilities of accounts departmen t ar e a s follows: -
> T o maintai n the book s of accounts an d othe r record s o f all th e accountin g transactio n 

of the school. 
> T o provide accounting information which i s required by management t o plan and 

control al l the activitie s of the school . 
> T o compl y with th e statutor y an d schoo l accounting standards and other requirement . 
> T o operate satisfactory accountin g service over the asset s and liabilitie s and all 

outside transaction s o f the schoo l 
> T o amen d an d develo p the accountin g principle and procedure i n the ligh t of 

changed circumstance s (interna l an d external) . 
> T o provide a general accountin g service to the board o f the schoo l and t o 

management an d t o provide other informatio n not presented o n a  routine basis . 

1.2.4 Th e objective of store keeping 
> T o facilitat e fas t locatio n of the require d materia l 
> T o facilitat e speed y receipt s an d issu e o f material s 
> T o provid e ful l identificatio n of all material s a t al l times 
> T o giv e details o n request of various balances i n the stor e with the minimu m delay 

1.2.5 Responsibilitie s of the accountant: -
> Assis t i n determining the financia l objective s o f the schoo l 
> Advic e an d assis t the  boar d an d the  managemen t o n the preparatio n o f budget o f the 

school 
> Ensure s an d follow s u p collection of school fees, donations , grants , etc . 
> Ensure s that the periodi c income and expenditure o f the schoo l is prepared an d 

compared t o the budget . 

Accountant 

Store keepe r 
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> Interpre t an d explains the result s show n by the periodic reports t o management an d 
to the board . 

> Indicate s wher e actio n for improvement of performance ar e necessary an d assis t in 
taking actions where required . 

> Ensure s that al l the schoo l transactions ar e authorize d and controlled in accordanc e 
with th e agree d procedures . 

> Prepare s th e financia l statemen t of the schoo l ready to be audite d by externa l 
auditors. Moreover he/she wi l l presen t the  audite d financia l statemen t to th e 
management an d the board . 

> Supervise s the account s staff . 

1.2.6 Dutie s of Store keeper 
> T o receiv e and stor e material s fo r use in the school 
> T o keep th e material s an d goods received in store wel l arrange d an d to ensur e the y 

can be easil y located 
> T o ensur e issuin g the material s whic h ar e duly authorized 
> T o mak e sure tha t unauthorized people are no t allowe d to enter into the store s 
> Ensur e proper recording of receipts an d issues o f the store s 
> T o check balances o f stocks periodically and carry out reconciliatio n between ledge r 

and stock cards . 
> T o requisition stores once the replenis h leve l i s reached 

To carr y out physica l stock taking 
Section B 
1.0 Th e sources of funds for th e Schoo l 
The main sources o f funds fo r LS S are; -

> Schoo l fee s 
> Incom e generatio n activities 
> Donation s and grant s 
> An y othe r lega l mean s 

Section C 
1.0 Account s codes 
Codes are necessar y t o have symboli c presentation o f various categories o f data that is 
designed t o facilitat e the recordin g and transmission of such data between th e variou s 
sections o f the school . Accounts codes represen t a  lis t o f classified items , together wit h 
the symbol s used t o represen t relativ e groups o f items, that is used consistentl y within the 
school b y the peopl e charged wit h th e preparation o f the accountin g system. 
The accountant ha s th e overal l responsibility for the account s codes . He/she mus t 
authorize any expansion or deletions of codes before bein g implemented. 
Details of the mai n general ledge r codes ar e give n in appendix x i i . Th e coding system ha s 
been arrange d i n such a  way that additions or reductions o f other code s ar e possible. 
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Section D 
1.0 Basi c accounting routines 
This section deals wit h dat a collection , processing, control and accounting treatment 
required t o operate the basi c accounting system. 
The basi c accounting system include s the followin g majo r routine s :-

> Purchas e accountin g 
> Sale s accounting 

> Pa y rol l paymen t 
> Cas h receipt an d paymen t 

> Accrua l an d prepaymen t 
> Genera l an d subsidiar y ledgers 
> Store s accountin g 

* Th e responsibilit y lies to the departmenta l head s in ensuring that their subordinate s 
follow th e procedures o f the abov e mentioned routines an d that any modifications 
required ar e requested o f and approved by the accountant . 

1.1 Purchas e accounting 
1.1.1 Purpos e 
To describ e the  syste m an d procedures t o be followe d i n accounting for the purchases o f 
goods fo r the school. 

1.1.2 Th e mai n feature s of the syste m are a s follows: -
- Th e use r sectio n raise s th e purchas e requisitions , obtain the appropriat e authorizatio n 

and pass the requisitio n to the accountant . 
- Th e accountan t wi l l rais e the loca l purchase order . 
- Th e stor e keepe r wi l l organiz e the receip t of goods int o the stor e o r to the sectio n 

that requested th e goods . Good s received note wi l l b e raised fo r al l goods received. 

1.2 Sale s Accountin g 
1.2.1 Purpos e 
Is to describe the syste m an d procedures t o be followe d an d the documentatio n to be use d 
in recordin g sales. 
The objectiv e of sales accountin g system i s to ensure smoot h sale s operation s followin g 
the se t ou t credi t policy by the school . The aim is to avoi d bad debtors whil e a t the sam e 
time safeguarding potentiall y lucrative credit sales . 
1.2.2 Responsibilit y 
The accountan t wi l l hav e th e overal l responsibility of supervision o f sales an d reinforcing 
the credi t policy o f the school . The cashier wi l l hav e the responsibility of making dail y 
collections fro m eac h projec t b y reconcilin g the amount s i n the projec t cas h sal e and the 
physical cas h brought an d ensur e promp t banking . The project operator s w i l l ensur e 
proper collectio n an d recording of sales i n their cash sale s an d remit the sam e t o th e 
cashier daily . 
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1.2.3 Th e summary of the syste m 
The school projects ar e th e following : 

i . Productio n of annual crop s 
i i . Livestoc k rearing 

i i i . Oi l extraction projec t 
iv. Hamme r mil l 
v. Schoo l sho p 

The main features o f sales accountin g are: -
- Th e customers usuall y make a  physical visit to the projec t site . 
- Th e project operator s atten d customer s i n their premise an d only on special 

circumstances w i l l refe r the m t o the cashie r o r any senior officer . 
1.2.4 Sale s procedures 

> Customer s enquir y and orde r acceptanc e 
> Customer s payin g cash 
> Credi t sale s 
> Customer s deposit s 
> Collectio n o f goods 
> Store s issu e voucher s 
> Dail y an d monthly accounting routine s 

1.2.5 Relevan t documents 
These include; -

> Cas h sal e 
> Cas h boo k 
> Sale s Day book 
> Invoic e 

> Sale s ledge r card 
> Deliver y not e 

1.2.6 Th e accounting routines 
At th e en d o f the mont h th e followin g accountin g routine wi l l b e implemented; -
The invoices that are recorde d seriall y in the Sale s Day book w i l l b e posted t o genera l 
ledger by debiting debtors an d crediting Sales. Moreover in the subsidiar y ledger all 
individual debtor s wi l l b e debite d wit h du e amount . 
A l l receipt s fro m customer s wi l l b e recorded seriall y in the receipt s cas h book an d 
debiting cash account . I n the genera l ledge r th e amoun t wi l l b e credite d t o debtors contro l 
account an d i n the subsidiar y ledger the individua l account s w i l l b e credited . 
1.2.7 Quarterl y Statemen t of Account 
The customers wit h age d debi t w i l l b e summarize d and reported t o th e hea d o f school fo r 
further actio n 
Quarterly statement of account wi l l b e prepared an d the  customer s wit h lon g outstandin g 
debit wi l l b e serve d wit h warning . Failure to respond t o the warnin g w i ll lea d to legal 
action take n b y the schoo l against defaulters . 
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1.3 Pa y rol l accounting 
1.3.1 Purpos e 
To describ e the  syste m an d procedure t o follo w an d the documentatio n t o be used in 
preparing the pa y rol l fo r employees . 
1.3.2 Responsibilit y 
The accountan t i s responsible fo r the proper implementation of the relevan t accountin g 
procedures, th e contro l of disbursement an d fo r ensuring that proper records of 
employees ar e maintained . Th e head o f school i s responsible fo r al l engagement, 
discharges an d changes o f the schoo l manpower . 
1.3.3 Th e mai n features of the syste m are: -
• Th e cashier opens a  payroll car d fo r each employe e detailing personal information. 
• Toward s the en d o f month the cashie r wi l l prepar e the payrol l fo r the month . 
• Overtim e worked during the mont h i s added t o the basic pay of an employee to ge t t o 

the gros s income . 
• Th e cashier wi l l calculat e from publishe d tables th e P A Y E deductions , deduction s 

such as providence fund an d other deduction s a s recorded down. 
• Th e cashier wil l calculat e the amoun t payabl e to each employee . 
• A t the en d of month a  cheque fo r the tota l net amoun t payabl e i s prepared an d a n 

equivalent amount i s drawn from th e bank . 
• Th e cashier wi l l distribut e the pa y ensuring that each employee signs the payroll . 
• Th e accountant record s th e payrol l i n the journal. 
• Th e cashier wi l l recor d the ne t salar y in the payment vouche r and ultimatel y in the 

cash book while the accountan t wi l l journalize the deductions . 
1.3.4 Accountin g entries 
A paymen t vouche r wi l l b e prepared fo r the ne t salar y as per payrol l summar y sheet and 
the amoun t wi l l b e debite d to ne t salarie s contro l account . 
At th e same time fro m th e payrol l summar y sheet , a journal voucher w i l l b e prepare d 
containing the followin g entries: -

DR. Basi c salar y accoun t 
DR. Overtim e allowance account 
DR. An y other allowance. 
DR. N S S F employer s contribution account. 
D R . Employer s contribution to pension scheme accoun t 
CR. P A Y E accoun t 
CR. N S S F accoun t fo r both employe e and employers contributions. 
C R . T o staff N IC insuranc e policies account. 
CR. M i d mont h salar y advance account . 
CR. Hous e rent recovered account . 
CR. Staf f loan s an d advance s account . 
CR. Ne t salaries contro l account . 
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1.4 Cas h receipt , payment and ban k accountin g 
1.4.1 Genera l principles : 
The purpos e o f this section i s to describe the syste m an d procedure t o be followe d an d the 
documentation t o be used i n the contro l of cash and in the accountin g for receipt an d 
payments. 
The objectiv e o f the cas h syste m i s to ensure contro l of cash receip t an d payments an d to 
provide prompt monthl y summary reports o n the standar d journal vouchers fo r posting to 
the genera l ledger . 
1.4.2 Responsibility : 
The cashie r i s responsible fo r the custod y and control of all cas h record under th e 
supervision o f the accountant . Th e school operates bank accoun t a t N B C Ltd . 
Sumbawanga branch. The ultimate responsibility for the smoot h an d correct operation of 
this account lie s with th e accountan t a s directed by the head o f school followin g lai d 
down policie s by the schoo l board. 
1.4.3 Documents : 
The documen t require d to operate cash system include:-

> Cas h book 
> Receip t voucher s 
> Paymen t authorizatio n voucher s 
> Ban k reconciliatio n statemen t 
> Pai d stam p 
> Pett y cash book 
> Journa l vouche r 

1.4.4 Procedure s 
1.4.4.1 Cash receipts procedure s 
- A l l incomin g cheques an d othe r inwar d remittances wil l normall y be receive d in the 
head o f school offic e i n the firs t instance. Afte r enterin g the necessar y detail s in the 
incoming mai l registe r an d issuin g the necessar y acknowledgements , these document s 
wil l b e passed t o the  accountant . 
- The accountant wi l l scrutiniz e them an d pass over to the cashie r with the direction 
concerning their disposal. 
- The cashier wi l l the n tak e th e followin g steps: -

• Cros s any open cheques . 
• Prepar e a  bank pay-in-sli p in duplicate 
• Retai n any credit transfer advic e in a temporary file  unti l these 

have being confirmed by the bank. They should be identifie d with 
any available documentation but w i l l b e treated a s collectio n o f th e 
day when the bank 's notification is obtained. 

• Issu e receipt voucher s (sampl e receip t se e appendi x xii i ) wher e 
appropriate an d send a  copy of these to the appropriat e perso n fo r 
ledger posting. 
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• Ente r in the "tota l cash" column the tota l of cash received for th e 
day and the detail s of all receipt s shoul d be code d an d entered int o 
their appropriate analysi s columns. A ny supporting document s 
should be retained an d filed  i n the cas h office . 

- A l l amount s receive d by the clos e of business eac h day and other valuable s wi l l b e 
locked i n the safe . Th e safe shoul d be o f dual control type. One key is held by the cahie r 
while the othe r cop y is held by the accountant . Th e cashier w i l l ban k th e cas h collectio n 
intact i n the followin g da y or as directed in the schoo l policies. 

1.4.4.2 Cash purchases an d payment s 
> Dul y certifie d invoices along with supportin g documentation w i l l b e received from 

the purchasing personnel. On the basi s of these the cashie r w i l l prepar e a  paymen t 
authorization vouche r (PV ) i n duplicate. 

> Bot h copies of the voucher , along with the  invoice s and the supportin g document s 
wi l l b e sen t to accountan t fo r authorization. 

> Befor e authorizatio n the accountan t wi l l scrutiniz e all the document s fo r adherenc e 
of th e schoo l procedures, contract s an d authorit y levels , arithmetic correctness , 
proper account s coding , budgetary limit s and the availabilit y to funds i n the bank . 

> A l l payment s mus t b e paid based o n payment voucher s approved by the accountan t 
and the hea d o f the school. 

> Th e approve d vouchers ar e returned t o the cashier , who w i l l effec t paymen t an d 
makes the  correc t adjustin g entries . Th e original PV is filed  alon g with the 
supporting documentation whil e the cop y accompanies th e chequ e t o the payee . 

1.4.4.3 Signing of cheques: -
> Whe n the  cashie r has receive d the dul y authorized PV w i ll prepar e necessar y 

cheques. A l l documents authenticatin g payment wi l l the n b e stampe d " P A I D " an d 
date, cheque number , amoun t an d accoun t cod e are entere d i n the document . A l l 
cheques mus t b e crossed indicatin g that only the payee shoul d be paid. 

> A l l cheque s wi l l b e signe d by three officers fro m tw o groups. The two groups fro m 
which the  signatorie s shoul d be drawn are: -

(a) The executive group:- -  Head o f school 
- Diocesa n Education secretary 

(b) The finance  group: - -  Accountant 
Cheque signatories wi l l no t sig n blank cheques unde r an y circumstances. Whe n there is 
change o f designated signatories , the bank must be informed immediately to note th e 
change an d amend the  lis t o f signatories. 
> Th e signator y in the accoun t departmen t wi l l sig n first 
> Cashie r wi l l collec t the signe d cheques an d arrange t o pay net-pay cheque s a t a 

convenient time . The original o f all P V ' s wi ll b e filed  b y the cashie r an d the cop y of 
net-pay P V will b e filed  i n the pay-rol l file.  Othe r cheques wi l l b e handed t o th e 
appropriate persons , alon g with thei r copies of P V . 
Officers receivin g cheques ar e responsibl e fo r the saf e custod y or dispatch to th e 
appropriate authority . The copies of PVs wi l l b e the basi s on which standar d journal 
vouchers wi l l b e raised to effec t postin g to the genera l ledge r accounts o r purchase s 
ledger accounts a s appropriate . 
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> Th e cashie r wi l l the n fil e al l the document s a s appropriate . 
1.4.4.4 The petty cas h impres t system . 
(a) Expense s whic h ar e no t require d to pass through the purchas e ledge r and which ma y 

be drawn in cash by submitting a duly authorized petty cas h payment authorizatio n 
voucher (sample pett y cas h voucher see appendi x xiv) to the cashie r are paid 
through pett y cas h impres t float. 

(b) PV s must be approve d by the accountan t wh o w i l l scrutiniz e the sam e t o ensure tha t 
all th e procedures fo r the authorizin g payments hav e been followed . Claim s fo r 
travelling an d subsistenc e allowance s must confor m to the scal e of allowances 
approved by the Board . 

(c) I n order to assis t smoot h operatio n o f the cas h office , pett y cas h payments ma y onl y 
be made a t restricted times to be specified by the accountant . 

(d) I n addition to cash book, cashier wi l l als o maintain a petty cas h book. 
(e) Beginnin g with a  fixed  float  o f say TZ S 200,00 0 the cashie r w i l l mak e 

disbursements a  up to a  bottom limi t o f 10% of the fixed  float  o r up to eac h 
working Monday , whicheve r comes first.  Bot h these levels w i ll b e reviewed up or 
down fro m tim e to time depending on cash need an d availability . 

(f) N o re-imbursement t o the pett y cas h floa t shal l be mad e unles s th e pett y cas h book 
has bee n totale d up , and the balanc e cross checked if it tallied wit h th e balance of 
the physical cash count . A  petty cas h certificate i s prepared a s the basi s fo r 
authorizing and re-imbursements . 

(g) Th e cashier wi l l ente r the total s o f the petty cas h payments an d the individua l 
amounts i n the appropriat e analysi s columns on a daily basis. The petty cas h book 
should b e maintaine d neatly , correctly and u p to date. The accountant ma y deman d 
surprise count s a t irregula r intervals to counter chec k on the correctnes s o f this 
record. 

(h) A  physical count i s also necessary a t the en d of each month and a t the en d of the 
year fo r the sak e o f the final  accounts . Thi s late r count w i l l b e don e a s part o f the 
physical stoc k count a t the en d of the year . 

(i) A t the en d of each month the cashie r wi l l prepar e a  standard journal voucher 
crediting petty cas h contro l account wit h th e payment s mad e an d debiting the 
individual genera l ledge r o r personal accounts . The deposits int o the petty cash wi l l 
be obtained fro m th e mai n cash book' s standar d journal voucher analyzing the late r 
payments a t the en d of the month . 

1.4.4.5 Bank Reconciliatio n Statement: 
- The Accountant is responsible fo r the preparation o f bank reconciliatio n statement . 
- The cashier wi l l g o through monthl y bank statemen t and identify items that are in the 
statement but ar e missin g in the cas h book and cause the  arithmeti c difference o f a 
particular day. Suc h items includ e interest charged/credited , ban k charges , dishonoure d 
cheques an d un-presented cheques . Thes e items and any other discrepancie s must b e 
investigated immediatel y and corrective measures taken . 
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1.4.4.6 Security of cash and othe r account s document s 
i . A l l cash and other valuabl e items must be locke d up in a safe. Thes e includ e items 

like receipts , cheque book s and others . A  separate cash box housed i n the main saf e 
wi l l b e use d fo r petty cash . The safe wi l l b e opened onl y by two keys, one o f which 
wi l l b e held by the cashie r and anothe r cop y by the Accountan t so that none o f the 
two ca n open the  saf e alone . 

i i . Th e cashier wi l l kee p th e onl y key of the petty cash box while the Accountan t w i ll b e 
responsible fo r the physica l presence o f the pett y cas h box in the mai n safe an d no t 
the conten t o f the box . 

i i i . Anothe r full se t o f the saf e an d petty cas h box keys should be lodge d with the bank , 
where i t can be reached onl y wit h written authority of the chequ e signatorie s a s if 
they were signin g a cheque . 

1.5 Accrual s an d Prepayments : 
1.5.1 Purpos e 
The purpos e i s to describe th e syste m an d procedure t o follo w an d the documentatio n that 
wi l l b e used i n calculating and accounting for accrued income and accrue d and pre paid 
expenses a t the en d of the mont h or year . 
1.5.2 Responsibilit y 
The Accountan t is responsible fo r raising the journal vouchers fo r the accrue d income 
and accrued an d prepaid expenses . 

1.5.3 Summar y o f the syste m 
In an y accounting system there is always an income or expenditure relatin g to that period 
that for which th e invoice s are not issue d to customers o r received from supplier s during 
the period . There i s also an occasion when the paymen t i s made i n advance. Thes e 
transactions ar e know n as accrual s and prepayment respectively . If they occurred the y 
must b e recorded i n the book s of account a t the materia l time so as to reflect th e true 
financial situatio n of the perio d in question. 
1.5.4 Th e mai n feature s of the syste m are: -
a) Th e preparation o f journal voucher s fo r accrued income and accrued expenses . 
b) Th e posting of the journal vouchers int o the books of the accounts . 
c) Th e preparation o f journal voucher s t o reverse i n the nex t period the journal 

vouchers prepared i n (a) above . 
d) Th e posting of the reversa l JV into the books of accounts. 
1.5.5 Descriptio n of accrua l an d prepayments 
Income accrual s 
- These includ e all revenues relatin g to the period for which invoice s are not issued . 
- Revenu e where cas h i s not receive d in the sam e period/yea r to which th e incom e relates . 
- Credi t sale items wher e invoice s are not issue d in the sam e perio d to which th e sal e 
relates. 
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Expense accrual s 
Expense accruals covers al l outstanding expense s tha t have been recorde d down in 
accounts books . The amounts whic h hav e no t been recorde d ar e calculate d and duly 
charged t o the relate d accountin g period as they ar e incurre d rather tha n whe n payment i s 
effected. 
The most commo n expenses t o be accrue d include;-
* Electricit y 
* Wate r 
* Loa n interes t charg e 
* Depreciatio n 
* Telephon e 
* Good s and services delivered but whic h invoice s have no t been received . 
Expenses prepayment s 
There ar e certai n expenses tha t are usuall y paid in advance an d these include leave pay, 
insurance, subscriptions etc. Thi s necessitates t o make adjustment s fo r these items i n the 
accounts t o ensure tha t expenditure i s accounted fo r in the period to which i t relates . 
These adjustment s ar e made b y means o f prepayment accounts . 
Preparation of Journal Vouchers 
It i s the duty of the accountan t t o ensur e tha t journal vouchers fo r the accrue d income, 
accrued an d prepaid expenses ar e dul y prepared read y fo r the posting into the genera l 
ledger. I n the followin g perio d wi l l prepar e revers e J V for those items . 

1.6 Store s Management 
1.6.1 Introductio n 
The school purchases material s fo r its department us e suc h as foo d stuff , stationeries , 
shop materials , fuel s etc . These good s requir e proper management an d contro l in order t o 
control thei r movement . Thes e nee d t o be accounte d fo r properly in the store . 
The relevan t accountin g records an d documentation shoul d be maintained . The mos t 
common form s use d i n store includ e Goods Received Note (GRN), stoc k records, issu e 
vouchers an d annua l stoc k takin g sheets. 
The stores accounts shal l be maintaine d such that the balance appearin g i n the genera l 
ledger and the stoc k subsidiar y ledger, tall y with th e bin card and the actua l physical 
balance o f stock. I t i s the responsibilit y of the accoun t staf f to verif y th e inventorie s 
regularly. 

1.6.2 Th e procedure of tradin g 
> Th e schools procedure o f procuring materials an d their issues t o the projec t includ e 

the polic y of purchasing, receipts, stockin g and delivery to different department s o f 
the school. 

> O n loca l purchas e polic y th e school , has t o ascertain deman d o f various goods, re -
ordering levels and the sam e mus t b e substantiated b y the replenishmen t schedule . In 
order to ascertai n th e availabilit y of goods wit h the supplier s the stoc k loca l purchas e 
order (LPO ) shoul d be forwarde d to the supplie r to delive r the good s o n agree d 
terms. 



102 

> Regula r follo w u p of the L P O wi l l b e made b y stores personnel t o avoi d unnecessar y 
delay in receiving the goods . 

> Whe n th e good s wit h relevant supportin g documents suc h as invoices/cash sale, 
receipts, delivery notes etc, ar e received the good s received notes ( G R N , se e 
appendix x v i i ) w i l l b e prepared t o acknowledge receiving the good s i n good 
condition. The goods wi l l b e stocke d properly in the stor e takin g all precaution to 
avoid damag e o r loss . The G R N shoul d be accounte d fo r in bin cards a s wel l a s in 
subsidiary ledger s wit h th e detai l of suppliers, description of goods, the  quantit y 
received an d the conditio n of goods. 

> Whe n transferrin g the  good s t o other department s o f the schoo l the requisitio n wi l l 
be raised and finall y a n issue voucher in triplicate. One copy of the issu e vouche r 
wi l l b e a  supporting document t o the journal voucher which w i l l b e record th e 
department cos t as: -

D R : Departmen t cos t 
C R : Stoc k accoun t 

Summary o f Stock transaction i s as indicate d below;-
(i.) Purchas e o f Stocks DR : Stock accoun t 

C R : Trad e Creditors 
(ii) Issue s to departments DR : Individual departmen t 

C R : Stoc k accoun t 

(iii) Cas h purchases D R : Stock accoun t 
C R : Cas h account 

1.6.3 Stoc k valuation an d reconciliatio n of records: 
• Th e reconciliation in terms o f quantities o f opening stock, purchases, sales , an d 

closing stock fo r the individua l ite m wi l l b e made regularl y and discrepancie s 
investigated by an appropriate official . 

• T o verif y th e accurac y of balances i n stock subsidiary ledgers (financia l stock records ) 
and that of the Genera l ledger reconciliation between the  stoc k ledger , a t mid 
year/year end , and the final  stock-takin g summary and the genera l ledge r w i l l b e 
made. The financial  stoc k record s wi l l b e recorded with stoc k values made o n 
weighted averag e cost . 

1.6.4 Stoc k Taking procedure: 
In orde r to manage an d contro l stocks periodic stock taking is quite essentia l on weekly, 
monthly, quarterly o r annually. By carrying out stoc k taking the management i s enabled 
to establish stock movement an d physical stock balances reconcile d with stoc k record s 
such as bin cards an d stores ledger balances . 

> Periodi c stoc k count wi l l b e conducted by the appointe d officials . 
> Thes e balances wi l l b e reconciled with bi n cards (sampl e bin card see appendi x 

xix) an d stores ledgers . 
> Th e store s ledger containing receipts an d issue records w i l l b e coste d an d balance s 

wi l l b e reconciled with physica l count. 
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> Th e counte d stock s wi l l b e recorde d in stock taking sheets (see appendi x xviii ) an d 
any discrepancies must b e reported t o the Hea d of school for e remedia l action. 

1.6.5 Store s identification 
> I n the cas e wher e th e schoo l has mor e than on e store , th e managemen t w i l l accor d 

each store a n identification symbol such as a , b, c, etc . 
> Eac h stor e wi l l maintai n its records o f stores movement . 

> Eac h stor e wi l l hav e it s own ledgers an d bin cards fo r control of stock movements . 
> Stoc k verification fo r each stor e wi l l b e submitted to the Hea d of school 

periodically. 
1.6.6 Store s accounting and Valuatio n 

> A l l store s movement wi l l b e properly accounted fo r in the relevan t accountin g 
records an d document s fo r better internal control 

> Th e inventorie s wi l l b e valued on FIFO o r on weighted average method . 
1.6.7 Codin g fo r stores 
As indicate d in appendix xi v the code s fo r stores are 401 t o 410. 
1.6.8 Store s building : 
Stores buildings should be robust enoug h avoi d losse s whic h ca n otherwise occu r to 
stocks a s a  result o f fire, burglar y and other calamities . Preferably stores walls should be 
made o f burnt cla y bricks or cement san d blocks and windows and doors made o f hard 
wood. Moreove r besides har d wood made door s an d windows they shoul d also be 
strengthened b y grill . The most commo n materials used fo r roofing are the corrugate d 
iron sheets . 
1.6.9 Insuranc e 
At th e beginning of the financia l yea r the managemen t wi l l ensur e tha t all stocks ar e 
adequately insure d against fire,  burglar y and other possibl e damage s o that when th e 
damage occur s the schoo l can be refunded . 

1.7 Genera l ledge r posting 
1.7.1 Genera l principle s 
The genera l ledge r wi l l b e the  principl e book of accounts i n the LS S accounting system. 
A l l transaction s wil l ultimatel y be recorded i n the genera l ledge r in double entr y form . 
Every month the  individua l accoun t balance s wi l l b e extracte d fro m th e genera l ledge r 
and liste d in the for m o f a trial balance , fro m whic h the  account s fo r the perio d may b e 
prepared. 
The purpos e o f this section is to describe the procedure an d the documentatio n t o be use d 
in postin g all transactions i n the genera l ledge r 
1.7.2 Responsibilit y 
The accountan t i s responsible fo r assembling the necessar y postin g documents an d 
ensuring that they ar e correctl y posted i n the relevan t books . 
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1.7.3 Summar y o f the syste m 
A l l transaction s ar e recorde d i n the genera l ledger , usually in the for m o f control tota l 
extracted an d posted a t the en d of each month. Transactions that do not g o through an y 
summaries o r any day books, or those involvin g correction of errors o r exceptional 
events ar e poste d i n detail as they occur . Posting is done by means o f a journal voucher. 
The J V contains certain feature a s indicate d below; 

- Indicato r as to whether th e postin g being made i s a debit (DR ) or credit (CR) . 
- Cod e number o f the accoun t being posted. 
- Brie f narration of transaction being recorded. 
- Amount s being posted. Wher e several accounts ar e being posted agains t a n 

individual debi t (o r credit) , the total s o f these several accounts mus t agre e in 
total wit h th e othe r sid e i.e . the relevan t debi t or credit, and hence ensurin g 
double entry posting. 

- Colum n indicatin g the sourc e documen t fro m whic h th e postin g has bee n 
prepared. 

- Eac h month , the accountan t w i l l ensur e tha t all J V 's w i ll b e prepared b y 
signing off the lis t o f these vouchers. 

- Th e accountant wi l l mak e sur e that after postin g all control accounts balance s 
with the  relate d ledger s (cas h book control, petty cas h control , purchases 
summary, payrol l analysis) . At this point the accountan t ca n extract a  trial 
balance fo r preparation o f monthly information 

1.7.4 Document s 
Documents used i n operating genera l ledge r include;-

> Payrol l summar y figure s 
> Payrol l employer s contribution 
> Ban k reconciliatio n statemen t 
> Accrual s 

> Genera l journal voucher s 

Section E 
1.0 Preparatio n an d contro l o f Annual Budgets 
1.1 Purpos e 
The purpos e i s to outline the objective s o f budgetary contro l and to describe the syste m 
and procedures t o be followe d an d the necessar y documentatio n t o be used i n the 
preparation o f the annua l budgets . 
1.2 Responsibilit y 
The Hea d of the schoo l is responsible fo r timely preparation o f the budge t fo r the school. 
Head o f departments ar e responsibl e fo r budgeting and for the contro l of expenditure in 
their respective departments . Th e accountant i s responsible to the head o f school in 
consolidating of the departmenta l expenditur e requiremen t an d fo r coordinating the 
budgetary proces s i n the school 
1.3 Th e objectives of budgetary contro l 
* Establishmen t of budgets fo r each department o f the schoo l and any available projects. 

Identifying th e incom e to be earne d an d the expenditur e t o be incurre d in order to mee t 
the objectives o f the school. 
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* Th e continuou s comparison of budget figure s with th e actua l results . 
* Continuou s action to be taken a s a  result of the comparison above. This can be som e 

adjustments toward s the se t objective s or continuation with th e se t objectives . 
1.4 Th e functions of budgets include the following: -

> The y indicates the amoun t an d timing of future financin g requiremen t fo r the school 
> The y provide basis fo r taking corrective action in the even t budgete d figure s do no t 

match actua l or realized figures 
> Budget s provide the basis fo r performance evaluatio n and control . 

1.5 Budgetin g procedure:-
Each department , followin g th e recen t pas t year' s budge t experienc e w i l l determin e 
future cas h flow.  Th e department w i l l pla n for its future cas h receipts, cash 
disbursements, ne t chang e i n cash for the one yea r period and new financing  needed . 

Section F 
1.0 Account s Preparatio n 
1.1 Introductio n 
The Lael a Secondar y School wi l l b e required to submit its financia l statemen t t o th e 
external auditor s within a  specified perio d fixed  b y school board and followin g th e 
regulation se t by National Boar d o f accountant an d Auditors ( N B A A ) . 
This sectio n describes the syste m an d procedures t o be followe d i n the preparation of 
periodic and annual financia l report s fo r the managemen t an d external auditors . 
1.2 Responsibilit y 
The accountan t wi l l b e responsible for the compilatio n an d preparation of the periodica l 
and en d of the yea r financia l repor t withi n th e se t period by the schoo l board. 
1.3 Summar y o f the syste m 
The preparatio n o f the account s report s involv e the following: -

Extraction o f trial balanc e 
Adjustment o f trial balanc e 
Preparation of financial statement s 
Preparation o f selected statistics and statements for management information . 

1.4 Document s 
The require d documents necessar y fo r the preparation of financial report s are: -

> Th e extende d tria l balanc e 
> Profi t an d los s account 
> Balanc e sheet 

> Cas h flow  statemen t 
> Receip t an d Payments statements 

1.5 Som e financial statistic s for managemen t informatio n 
Important financia l statistic s are required periodically by the management an d the board 
in orde r to make decisions. Examples of the necessary report s are: -
• Recen t summaries o f key performance indicator s such as profitability ratio , efficienc y 

ratio, leverage ratio and liquidit y ratio. 
• Productio n volume 
• Productio n trends 
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• Comparativ e annua l operationa l statements , actual versus budge t 
• Capita l expenditure durin g the year , actua l versu s budge t 

Section G 
1.0 Accountin g for Fixe d Asset s 
The fixe d asset s are acquire d fo r use i n the da y to da y operations rathe r than fo r 
immediate sal e o r disposal and ar e no t usuall y converted int o other form s o f assets. They 
are durabl e i n nature and therefor e lon g lived. The costs of fixed  asset s are no t therefor e 
charged wholl y i n the incom e statement of the accountin g period in which they ar e 
incurred. Rather , thi s cos t i s written-off proportionately ove r al l the year s that benefi t 
from th e us e o f that asset. 

The assets of the schoo l can be classifie d into the followin g groups: -
- Far m area 
- Buildings 
- Equipmen t 
- Machinery 
- Furnitur e 
1.1 Purpos e 
The purpose i s to describ e th e syste m an d procedur e t o follo w an d th e documentatio n t o 
be used i n accounting fo r fixed  asset s 
1.2 Responsibilit y 
The schoo l board wi l l b e responsibl e fo r any expenditure o f fixed  assets . The Head of 
school wi l l ensur e that al l school assets are properl y controlled while the responsibilit y of 
proper recordin g rests in the hand s of the accountant . 
1.3 Summar y o f th e syste m 
The mai n feature s o f the syste m ar e a s follows: -

> A  fixed  asse t registe r car d (se e appendi x xv ) wi ll b e maintaine d fo r eac h asse t afte r 
acquisition o r completion of capital project . 

> Eac h yea r the  accountan t w i l l updat e the fixed  asse t card by preparing depreciatio n 
calculation an d adjus t accordingl y 

> Th e fixed  asset s register w i l l b e maintaine d o n historical cost basi s an d th e 
depreciation wi l l b e base d o n the  straigh t lin e method . 

> Th e accountan t wi l l prepar e annually the fixed  asset s movement lis t by department 
indicating acquisition , transfers an d disposal s an d the amoun t o f depreciation . 

> An y asse t revaluation w i l l b e recorde d o n the fixed  asse t register car d an d th e 
amount o f depreciation charge d an d adjusted . 

1.4 Fixe d Asse t Register 
It i s the responsibilit y of the accountan t t o ensure that a  fixed  asse t register i s opened fo r 
each individua l asset . The followin g recor d wi l l b e show n i n this card: -
A . Nam e an d descriptio n o f the asse t 
B. Asse t numbe r an d classification 
C. Mode l type/numbe r 
D. Serial/chassi s numbe r 
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E . Dat e o f purchas e 
F. Locatio n of the asset s 
G. Name , address and telephon e numbe r o f the supplie r or his/her loca l agen t 
H . Supplier' s invoic e numbe r 
I. Cos t of the asse t 
J. Rat e o f depreciation 
It should b e noted tha t the asse t number an d classificatio n wi ll b e stampe d o r printed o n 
the asse t for identification purposes. A n example o f this number ca n be ; L S S / A D M / 
HS/F-OC01 -  meanin g thi s i s office chai r number on e categorize d a s furniture , locate d in 
the Hea d of school office i n the administratio n building in Laela Secondar y School . 
The fixed  asse t register card s wi l l b e maintained i n a file  b y category o f asset such a s 
building, furnitur e etc . 
Fixed asset s wi l l b e summarize d o n fixed  asse t control sheet which w i ll b e maintaine d fo r 
each sectio n o f the file  fo r the  year . Th e reaso n o f this sheet is to enabl e th e accountan t 
reconcile the genera l ledge r contro l accoun t wit h the fixed  asse t register cards . Th e detai l 
in th e contro l sheet w i l l include; -

- Asse t numbe r 
- Dat e o f purchas e 
- Brie f description o f the asse t 
- Rat e o f depreciation 
- Cos t of asset 
- Depreciatio n 
- Ne t book valu e 
- Disposa l proceed s 

1.5 Calculat in g depreciation 
At the  en d o f each yea r th e accountan t w i l l calculat e the depreciatio n t o b e 
charged tha t year an d entere d in the fixed  asse t register card . A ful l year' s 
depreciation shal l be charge d o n each asse t a t the en d o f the yea r regardles s o f 
when i t was acquired . Th e straigh t lin e method o f depreciation w i l l b e used . 
At th e en d o f the yea r a  physical counts o n assets the schoo l w i l l b e carrie d out . 
The outcome o f the coun t wi l l b e use d t o amen d an d updat e all assets records . 
The update d recor d wi l l the n b e th e basi s upo n whic h each ne w year' s record wi l l 
begin. 

1.6 Fixe d Asse t disposa l 
> Fixe d asse t shal l be dispose d of f only according to School' s financia l regulations . 

The disposa l wi l l onl y be effecte d afte r receivin g written authorizatio n fro m th e 
Head o f School followin g the  decisio n by the Schoo l board. 

> Th e cos t o f fixed  asse t which are written-of f should be transferre d t o fro m fixed 
asset account t o a  general ledge r accoun t title d "disposal of fixed  assets" . The 
cumulative depreciation fo r those assets is also transferred t o "disposa l of fixed 
asset account" . 

> The receip t fro m sal e o f fixed  asset s are credite d t o the disposa l of fixed  asset s 
account an d th e followin g detail s shal l be recorded i n the registe r card; -



108 

i . Date of disposal 
i i . Authorit y o f disposal 

i i i . Accumulate d depreciation 
iv. Proceed s of sale 
v. Standar d journal voucher and numbe r 

After the  asse t has bee n dispose d off, the disposa l of fixed  asse t account i s closed 
off t o the profi t and los s account a t the en d of the financia l year . Moreove r when 
all th e formalitie s have been settle d dow n and the necessar y record s amended , the 
relevant fixed  asse t card wi l l b e filed  alon g with the standar d journal voucher used 
to record these transactions . 

1.7 Revaluatio n of Fixed Asse t 
The nee d t o value the Schoo l asset s may arise because o f different reasons . Suc h 
revaluation wil l b e authorized by school board and earned ou t by a registered valuer . The 
accountant wi l l recor d the ne w values of fixed  asset s and adjustments ar e made t o the 
amount o f depreciation to be charged t o take accoun t o f the new asset valuation. 
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Appendix xi v 

P E T T Y C A S H V O U C H E R 

Date: 

Purpose of Expenditur e Amount 

Signature: 

Received by : 

Passed by/Authorize d by : 

Date: 

Name of the Organizatio n an d Address: 

Petty Cash Voucher No. 
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Appendix x v 

FIXED ASSE T REGISTER 

R E F E R E N C E N O 

IDENTIFICATION PARTICULARS 

Identification code/Manufacturer' s number : 
Category o f Asset: 

Location o f Asset: 
Manufacturer/Maker: 
Supplier: 
Supplier's invoic e number: Date : 
New/Second hand : 
Guarantee: 
Depreciation period : 
Depreciation method : 
Purchase price : 

Date Original 
Cost 

Additions 
during th e 
year 

Total 
cost 

Depreciation 
during the  yea r 

Accumulated 
Depreciation 

Net boo k 
value 

Disposals 

Disposal date : 

Authority: 

Amount realized : 

Profit(Loss) o n disposa l 

Transfer 

Transfer date : 

Reasons: 

Transfer to : 

Compensation/Loss: 
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Appendix xvi 

T H E BI N C A RD 

L A E L A SECONDAR Y S C H O O L 

BIN CARD 

I T E M FOLI O NO 

C O D E N O D E P A R T 

UNIT O F ISSUE 

Date Reference Receipts Issues Balance Initials 

i -
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Appendix xvi i 

G O O D R E C E I V E D N O T E 
G O O D S R E C E I V E D N O T E N O . 

D A T E F R O M / S U P P L I E R D E L I V E R Y N O T E / A D V I C E N O T E 

M O D E O F T R A N S P O R T T Y P E A N D N U M B E R O R D E R N U M B E R 
O F P A C K A G E S 

C O D E D E S C R P T I O N U N I T O F A C C O U N T Q U A N T I T Y 
O R D E R E D / R E C E I V E D 

The abov e stores have bee n receive d a s The abov e store s lave been inspecte d fo r 
summarized i n damages Repor t No quality and have been foun d to be in 
attached. accordance wit h the sample s supplied 

Signature 

D a t e 

Posted t o 

Signature Signature 

Date Date 
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S T O C K T A K I N G S H E E T 

L A E L A S E C O N D A R Y S C H O O L S/ N 

S T O C K T A K I N G S H E E T 

D A T E C O D E D E S C R I P U N I T O F 
A C C O U N T 

Q T Y 
C O U N T E D 

Q T Y P E R 
B I N C A R D 

U N I T 
P R I C E 

V A L U E O F 
P H Y S I C A L 
S T O C K 

V A L U E O F 
S H O R T A G E S 

R E M A R K S 

S T O C K T A K E R ' S 
S I G N A T U R E 

S T O C K S T O R E K E E P E R ' S 
S I G N A T U R E 

S T O R E O F F I C E R ' S 
S I G N A T U R E . . . . 

113 



114 

Appendix X I X 

L S S Accountin g code s 

Assets 
Cash an d petty cas h 100 
Petty cash 101 
Cash i n hand 102 
Bank accoun t 110 

í N B C Sumbawang a 111 
Money i n transi t 112 
Advances and loan s 120 
Staff loan s 121 
Various advance s 122 
Sundry debtor s 123 
Stocks 130 
Buildings an d maintenance material s 131 
Stock o f grains 132 
Livestock 133 
Stock o f shop material s 134 
Stock o f stationery 135 
Stock o f oil an d fue l 136 
Equipment 140 
Bicycles 141 
Motor vehicle 142 
Furniture an d fitting s 143 
Fixed asset s 150 
Water wel l 151 
Roads and play ground s 152 
Buildings 153 
Land 154 
Liabilities 
Clearance accoun t 200 
Net salary payabl e 201 
P A Y E 202 
NSSF 203 
Salary advanc e 204 
House rent recovered 205 
Depreciation 210 
Provision fo r depreciation 211 
Accounts payabl e 220 
Various deposit s 221 
Pocket mone y 222 



115 
Auditors accrue d 223 
Loans an d advance s receive d 224 
Caution mone y 225 
Capital grant s 230 
Cebemo 231 
Tanzania governmen t 232 
Various gift s 233 
Capital reserve s 240 
Accumulated fun d 241 
Expenses 
Salaries and labou r cost s 
Basic salar y 301 
Casual labou r far m 302 
Over tim e 303 
Arrears 304 
NSSF contribution 305 
Teacher's allowanc e 307 
Medical expense s 308 
Staff welfar e 309 
Leave passages 311 
Other personnel expense s 312 
Other casua l labou r 313 
Staff trainin g 314 
Staff insuranc e 315 
Teaching, foo d an d boardin g expenses t o students 320 
Students foo d expense s 321 
Charcoal an d firewood 322 
Utensils and tool s 323 
Other expense s o f students 324 
Expenses o f external instructor s 325 
Pedagogical material s 326 
Ordinary management o f school 330 
Various taxes 331 
Postage, telephone , fax , e-mail 332 
Traveling allowanc e 333 
Staff meeting s 334 
Printing and stationer y 334 
Prizes and gift s 335 
Auditing expense s 336 
Public relation s 337 
Insurance 338 
Financial charge s 340 
Bank charge s 341 
Interest paid on loan s 342 
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Board expense s 346 
Maintenance an d operatio n o f machinery an d equipmen t 350 
Motor vehicl e 351 
Bicycles 352 
Repair of teaching equipmen t 353 
Maintenance an d repai r o f office equipmen t 354 
Maintenance an d repai r o f farm equipmen t 355 
Maintenance an d repai r o f buildings 356 
Maintenance an d repai r o f roads and playground s 357 
Maintenance an d repai r o f drainage an d contour s 358 
Repair o f furnitur e 359 
Maintenance an d repai r othe r equipmen t 361 
Expenses o f income generatio n project s 
Agriculture input s 371 
Livestock input s 372 
Operation costs mill ing machin e 373 
Operation cost s oil extraction 374 
General cost s of school sho p 375 
General cost s of grain store 376 
Income 
Tuition fee s 401 
Accommodation charge s 402 
Food charge s 403 
Registration fe e 404 
Agriculture incom e 411 
Livestock incom e 412 
Sales grai n store 413 
Oil extractio n 421 
Sale of oil cak e 422 
Mi l l ing charge s 423 
Shop incom e 424 
Grants 431 
Donations 432 
Interest received 441 
Various service s 442 
Motor vehicl e hir e 443 
Miscellaneous incom e 444 
Disposal o f assets 451 
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Appendix x x 

R E C E I P T 

Name o f Organization : 

Received from : 

The Su m o f TZS : 

T Z S : 

Cash: 

Being payment of : 

Received by : 

Signature: 

Date: 

Serial N O. 

(Amount i n words ) 

(Amount i n figures ) 

Cheque No . 

Source: T F A S , 200 3 


