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The major function s o f the boar d are: -

a) Boar d ha s th e authorit y to supervis e management an d development plan s o f the 

school, 

b) t o control the disciplin e of teachers and students and 

c) t o contro l the finance s o f the school. 

According t o the ac t th e boar d i s supposed t o meet 4 times i n a year. Record s in LSS 

indicate that the boar d wa s holdin g its meeting onl y once per yea r fro m it s inception til l 

year 2000 . 

Between yea r 2000 til l 200 2 there were no meetings hel d because the previou s board 

had finishe d it s term o f office an d i t was allege d that the ministr y did not approv e ne w 

board members . 

In Octobe r 200 3 ne w boar d wa s forme d an d approve d b y th e Regiona l Commissioner 

according t o curren t regulation . Ne w boar d i s convenin g it s meeting s regularl y 

according to the  regulations . 

Board i n an y organizatio n i s a n essentia l orga n fo r supervisin g th e management . I n 

order tha t board i s able t o perfor m it s functio n wel l member s shoul d be traine d o n thei r 

roles and functions . 

It shoul d als o b e note d tha t fo r th e boar d t o mak e th e righ t decisions , particularl y wit h 

regard t o finance s the y hav e t o receive timely and precise dat a an d informatio n from th e 

management. Managemen t ha s faile d t o suppl y timely and precis e informatio n because 

interpretation an d reportin g procedure s ar e lacking . 
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On th e o ther h  and i rregular board meetin g i n the pas t m ay h ave contribute d t o poo r 

performance o f th e schoo l i n tha t ther e wa s n o effectiv e orga n i n place t o contro l th e 

management on the us e o f funds . 

7.2 Jo b description : When respondents were aske d t o giv e thei r o pinion whether j  ob descriptio n wer e writte n an d o n us e o r not , 67 % sai d n o whil e 33 % agree d (tabl e 15 , 

appendix x) . The reason fo r thi s i s that job description s wer e availabl e only for teachers. 

Other suppor t staf f includin g the schoo l bursa r ha d n o jo b description , o r i f available 

then the y w ere no t o pen t o workers . Job descriptio n i s i mportant a s i t show s amon g 

others; authorit y leve l an d th e obligation s of the worke r to the organization . 

Lack o f job descriptio n ca n lea d t o worker s mixin g jobs , interferin g task s o f 

others an d som e worker s doin g mor e o r les s wor k an d henc e inefficiency . A  soun d 

accounting manua l contai n job descriptio n a t leas t o f accoun t departmen t workers . B y 

having jo b descriptio n a  worke r ca n recogniz e her/hi s positio n i n th e organizationa l 

hierarchy. Howeve r i n L SS the organizatio n structur e see n i n appendix v , figur e 6  does 

not sho w spa n an d authorit y relationshi p i n th e interna l organization . Organizatio n 

structure is part an d parce l o f an accounting manual a s i t indicates th e hierarchy , spa n o f 

control, authorit y level , an d accountability . 
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8. Accounting procedures: 

Respondents wer e aske d t o giv e thei r opinio n o n th e schoo l financia l accountin g 

procedures. 90 % o f thos e informe d wer e o f th e opinio n tha t th e schoo l accountin g 

procedures wer e no t writte n and clea r to al l concerned whil e the remainin g 10 % agreed , 

(refer tabl e 2 0 below) 

Table 20: Accounting procedure writte n and 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, Apr i l 200 4 
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8.1 Th e current accountin g system a t Laela Secondar y School . 

8.1.1 Personne l of accounting section are the headmistress an d the accountin g clerk. 

The account cler k has th e followin g duties ; 

1) collect s the revenue s o f the school 

2) purchase s o f the routine school requirement s 

3) maintain s the stor e of the school 

4) Signator y of cheque boo k for the school 

Qualifications an d experience; - For m fou r graduate with training in education as a 

teacher. Has a long time experience o f more than twenty year s i n handling cash in four 

institutions of the Catholi c dioces e of Sumbawanga. 

There i s no written job description given to account clerk . However she receive s 

directives from th e hea d o f the schoo l on what to be done . Othe r instructions received 

were provided by her predecessor tw o years ag o on how to maintain the accountin g 

records o f the school. 

Head o f school; 

a) Ha s the authorit y on the us e o f school fund s 

b) Pu t to custody the schoo l revenu e 

c) collec t revenue o f the school. 

d) Recor d the transactio n i n the record book mentioned by the hea d o f school. 

e) Provide s the accoun t cler k with petty cash to meet routine expenses . 

f) Signator y of cheque book . 
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81.2 Accoun t books and othe r document s 

Source documents: Basicall y these are the books in which th e entrie s ar e made prio r the 

posting into the ledger . I n the cas e o f LSS norma l exercise books ar e use d i n place of 

receipts fo r collection o f cash and payment vouche r for paying cash. Invoices and 

delivery notes are no t used a t al l even though some item s suc h as farm inputs ar e bough t 

on credi t and a t times meat ma y be sol d o n credit. 

The accoun t books that are usually maintained include cash book, musterall and 

general ledger . The cash book and cash analysis books that were foun d a t the schoo l are 

not use d b y the accoun t cler k on the clai m that it involves a lot of paper work . Instead a 

normal exercis e book i s maintained in place of a cash book. There was no evidence of 

the us e o f internal transfer voucher s fo r the recording of the interna l transaction s 

effected. Fo r example movements o f stocks are onl y recorded but the y ar e no t passed i n 

the interna l transfer vouchers . Likewis e the  asset s that are bought o n cash are recorde d 

in th e cas h boo k onl y bu t there is no furthe r treatmen t of posting to individua l ledge r 

accounts becaus e ledger s an d the accoun t code s ar e no t i n place. 

8.1.3 Salar y accounting 

The accounts cler k prepares the  salar y payment afte r receivin g instructions fro m th e 

head o f the schoo l on the amoun t t o be paid for each worker as extracted fro m letter s o f 

appointments. 
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Salaries are prepared b y using the teachers and non teachers monthly deduction for m 

that records th e nam e o f employee, monthly salary, the  necessar y deduction s fo r eac h 

employee an d the ne t salary . Afte r arrivin g at net salar y for each employe e th e accoun t 

clerk prepares a payroll . 

Basically i t contains th e name s of payees, ne t salar y an d a  space fo r each paye e 

to put a  signature afte r receivin g the payment . Th e prepared payrol l i s then sen t to hea d 

of schoo l fo r cross checkin g the calculations . The head o f school w i l l releas e cas h equa l 

to the tota l amoun t o f net salar y shown in the payrol l afte r verifyin g th e calculations . 

However the  designe d for m does not sho w a  space fo r authorization. The account cler k 

wil l effec t paymen t afte r eac h employe e has signe d the payroll . Th e total amount o f the 

net salar y that is paid out i s recorded i n the recor d book maintained by the accoun t 

clerk. Howeve r no journal voucher i s passed t o show the treatmen t of the deduction s 

made suc h a s N S S F contributions , payee etc . 

8.1.4 Accountin g for cash collectio n from incom e generation projects; - Th e cas h 

collection i n each projec t i s collected by operator o f that project. Th e collections are 

recorded i n the recor d book an d sent to account cler k or head o f the schoo l at the en d of 

each workin g day. The accoun t clerk/hea d of school w i l l collec t the cas h fro m th e 

operator o f the projec t an d recor d the sam e amount i n his/her recording book. 
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8.1.5 Cas h collection fro m studen t fee s 

The student s are required to bring at leas t hal f of the fee s a t the beginning of the school 

year. Fee s ar e eithe r received by the head o f the schoo l or the accoun t cler k wherea s 

each of them has a  recording book showing the collections. 

The accoun t cler k upon receiving the fee s wi l l writ e a receipt (actuall y it is not a 

receipt bu t a  cash sale) that is provided to the studen t a s an evidence that the fee s hav e 

been received . The "receipt" provided are not pre numbered an d do not bear the stam p 

of th e school. 

Moreover the accoun t cler k wi l l ente r the sam e amoun t collecte d into her cash 

record book together wit h othe r cas h transactions s o that she can at an y time determin e 

the cas h in hand. 

8.1.6 Farmin g accounting; The farming accounting for the schoo l include crop growing 

and animal rearing. 

There i s a teacher wh o is in-charge of farm operations . He/sh e prepares th e budge t o f 

farm activitie s and submit s i t to the head o f the school . After scrutin y by the hea d o f the 

school the  mone y fo r farm operations i s given to the in-charg e by installment. The farm 

in-charge does no t sig n any document a s evidence of receiving cash for farm activities. 

It is believed that the in-charg e wi l l us e the mone y according to the wor k done i n the 

field. Ther e ar e no records kep t fo r those (casua l laborers ) paid as i t is usually the case . 

With thi s kind o f procedures misappropriatio n and cheating is likely to occur. 
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After harvestin g the yield s are recorde d i n the stor e record book an d entered i n the stor e 

ready t o be use d b y students as thei r food . However no journal entry i s passed t o 

indicate how muc h i n terms of money was transferre d fro m far m projec t t o the store . 

Likewise when there are requiremen t i n the kitchen , cereals ar e transferre d from  th e 

main stor e to the smal l kitchen store . 

The cereals take n fro m the mai n store are recorded i n the stor e record book 

indicating the date , type o f cereal and amoun t bu t withou t showing the valu e of the 

cereals. Agai n n o journal voucher i s passed t o show how much food expressed i n 

monetary term s i s spent to fee d the  students . 

In th e cas e of selling livestoc k products suc h as pork, meat, milk, cull s etc. th e 

cash i s collected by the livestoc k keeper an d recor d in his/her record book. Th e 

livestock keepe r w i l l the n remi t the collecte d sum to the accoun t cler k or head o f the 

school togethe r wit h his/he r record book. The head o f school/account cler k w i l l chec k 

the arithmeti c su m an d compare wit h the su m being remitted. Then the cas h i s collected 

and recorde d i n another recor d book handled by the accoun t clerk/hea d of school. I t 

should be noted her e that both accoun t cler k and the hea d o f the schoo l have differen t 

books fo r recording cash transactions , a n indication of the elemen t o f mistrust . 

Moreover whe n cash i s received from project s th e accoun t cler k does not pu t th e initials 

in th e recor d boo k of the in-charg e o f the project . Likewis e th e projec t in-charg e doe s 

not ge t th e receip t showin g that the accoun t cler k has receive d cash fro m the project . 
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8.1.7 Approva l fo r paymen t 

Since the hea d o f the schoo l is currently the custodia n o f the schoo l cash no larg e su m 

of cash can be paid without her approval . However when payments ar e effecte d b y th e 

account cler k the approva l from the hea d o f the schoo l is usually verbally as the 

payment documen t i s not returne d fo r approval before th e actua l payment . 

8.1.8 Interna l chec k procedure o n the accountin g system : 

The division o f work between the  accoun t cler k and the hea d o f school does not offe r 

room fo r interna l contro l since the latte r has bot h the authorit y an d a t the  sam e time th e 

custodian o f cash. 

8.1.9 Budgetin g and reporting : As mentioned i n finding numbe r 6  above , budgets ar e 

prepared b y the hea d o f school, assistan t hea d o f school and bursar. Thi s budget i s 

neither sen t to board o r owner fo r approval . Financial report s ar e prepare d b y bursar o n 

monthly basis followin g th e designe d forma t a s shown in appendix x , figure 7 . However 

the repor t exclud e non cas h transaction s an d i t is not compile d to quarterly an d yearly 

reports. Lac k o f proper financia l record s ha s faile d the  schoo l from preparing financia l 

statements and financia l ratio s fo r interpretation . Managemen t an d th e boar d canno t 

make informe d decisions because of lacking right information. 
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9. Genera l opinio n o f respondents on possible solution to th e problem s of LSS: 

These opinion s are a s ranke d i n table 2 1 belo w an d whe n clustere d th e solution s ca n b e 

put int o tw o broa d categorie s o f strengthening managemen t b y puttin g u p system s an d 

procedures particularl y the accountin g manua l an d fundraisin g tha t als o feature d i n th e 

needs assessment analysis . However fundraising i s not advisabl e a t th e momen t withou t 

having i n place prope r accountin g procedure s tha t w i l l facilitat e preparatio n o f prope r 

budget an d cas h flow. 

Table 21 : Opinion o f respondents on possible solution 

Frequency Percent Val id Percen t 

Management shoul d supervise properly the IGA' s 11 26.8 26.8 

Increase salaries o f teachers 8 19.5 19.5 

School t o loo k for donor s 5 12.2 12.2 

School incom e an d expense s pu t i n writing and in 

transparency 

5 12.2 12.2 

School t o have rule s and procedure s i n place 3 7.3 7.3 

School t o employ qualified and competen t staf f 7 17.1 17.1 

School hande d t o governmen t o r an y abl e 

congregation 

2 4.9 4.9 

Total 41 100.0 100.0 

Source; LS S Survey, Apr i l 200 4 
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10. CONCLUSIO N 

This stud y ha s reveale d tha t lack of accounting manual ha s contribute d t o the poo r 

performance o f school in the followin g ways: -

1. Failur e to prepare realistic budget due t o lac k of accounting manua l ha s le d th e 

school t o charging very low fees that cannot mee t the operatio n costs . Thi s is th e 

reason wh y the schoo l cannot pa y it s staff competitive remuneration an d a s suc h 

cannot attrac t qualified teachers. The school has ha d fe w an d unqualifie d 

teachers because of poor remuneration . Fe w and unqualifie d teachers canno t 

teach wel l an d thi s result s int o poor performance o f students in their final  exams . 

Poor performance o f students in final  examination s doe s not attrac t students to 

join thi s schoo l an d thi s resul t int o shortage of students. 

2. Failur e to ru n income generatin g activitie s ( IGA's). A l l I G A ' s o f school hav e 

collapsed du e t o lac k of accounting manual . Sinc e no prope r record s wer e kep t 

for operatio n o f these projects i t was no t possible to determine th e profitabl e 

projects s o that unprofitable on e coul d be eliminated . In this way the schoo l ha s 

lost an opportunit y t o generate income which is very much needed t o suppor t 

financial sustainabilit y of school. 



3. Management an d th e boar d canno t mak e informe d decision s because of lacking 

reliable informatio n an d a t the  righ t time. Lac k o f proper financial  record s ha s 

failed th e schoo l from preparing financial  statement s and financial  ratio s fo r 

interpretation. Thes e ar e the  kin d o f information needed b y the managemen t an d 

board t o mak e decisions . 

4. Misappropriation : Lack o f accounting manual ha s provide d loop-holes fo r 

cheating an d misappropriatio n a s fun d contro l mechanisms ar e no t i n place. 

5. Lac k o f accounting manua l ha s resulte d int o recruiting untrained accountin g 

personnel. Accountin g manual sho w the accountin g procedures i n th e 

organization an d thi s hin t the scop e an d magnitude o f the wor k involved. 

Information abou t the  scop e an d magnitude o f the wor k involved determines jo b 

description an d henc e the calibe r of personnel required . 

6. Inefficiency . Lac k o f accounting manua l ha s le d to inefficienc y in that job 

description particularly of accounting personnel i s lacking . This has cause d 

interference i n the dutie s o f one anothe r or not knowin g what t o do o r doing les s 

work. 

7. Lac k o f proper organizatio n structure : Lac k o f effective organizatio n structur e 

has le d to misuse o f power an d poor accountabilit y as worker s d o not kno w thei r 

position i n the organizatio n hierarchy . 

8. Poo r accountability : Lack o f accounting manua l ha s faile d th e accountin g 

personnel t o record , analyz e an d prepare financia l report fo r stakeholder s o f the 

LSS. 



9. Transparency : Failure of LSS t o produce financia l repor t t o management an d to 

outsiders ha s le d to lac k of confidence to the schoo l administration. When 

stakeholders los e confidence they promote a  bad name fo r the schoo l and thi s 

does no t attrac t new student s 

10. Misallocatio n o f funds: Lac k o f accounting manual has le d to misallocation of 

funds becaus e prope r records ar e not kept s o that expenditures an d revenue ca n 

be tracked agains t budget . 

11. Participation : Lack o f accounting manual has le d to poor budget preparatio n in 

that only three people (headmistres s an d her assistan t an d bursar) ar e involved . 

Head o f departments doe s no t si t with thei r staff to prepare departmenta l budgets . 

11. R E C O M M E N D A T I O N S 

Preparation of a tailor-made accounting manual is expected to contribute to the efficien t 

running of LS S by:-

1. Preparatio n of realistic budgets tha t relate incom e and expenditure . Th e school wi l l 

be abl e to charge realisti c fees tha t when combined with othe r source s o f income 

wil l b e abl e to meet th e operationa l costs includin g prompt paymen t o f competitive 

remuneration t o workers. 

2. Producin g of reliable an d timely reports t o management an d board fo r decision 

making. Wit h availabilit y of accounting manual i t w i l l b e possible to produc e 

reliable and timely reports s o that correct decisions can be made b y decision making 

bodies. 
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3. Availabilit y o f accounting manua l wi l l mak e i t possible the documentin g o f accurate 

financial record s o f I G A 's an d carryin g out th e analysi s t o determin e profitabilit y of 

each project . Th e unprofitable project s tha t used t o consum e profit s o f other project s 

wi l l b e eliminate d and contribut e t o financia l sustainability of school. 

4. Accountin g manual w i l l eliminat e the possibilit y of misappropriation b y putting in 

place soun d accountin g procedures an d contro l mechanism tha t do not provid e loop-

hole fo r misappropriation . 

5. Accountin g manual lead s int o the recruitmen t o f accounting personnel wh o matc h 

with the  typ e o f job t o be accomplished . 

6. Accountin g manual promote s efficienc y by providing clear an d soun d accountin g 

procedures includin g job descriptio n of concerned staff . Th e inclusio n of 

organization structur e that show wh o i s where i n the organizationa l hierarch y 

further promot e disciplin e and thus enhance efficiency. 

7. Transparency . Accountin g manual wi l l mak e i t possible to record , classify , analyze , 

interpret an d repor t financial  transaction s t o al l concerned stak e holders an d hence 

enhance transparency . 

8. Accountin g manual wi l l eliminat e misallocation because i t provide procedures an d 

mechanisms tha t does not leav e room fo r fund s misallocation . 

9. Accountin g manual wi l l enhanc e participation by providing clear instructions tha t 

indicates wh o wi l l participat e i n the budge t preparations, assessmen t of profitabilit y 

of project s an d carryin g out o f stock taking . 
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C H A P T E R 5 : I M P L E M E N T A T I O N O F R E C O M M E N D A T I O N S 

The accounting manual wa s prepare d followin g th e reques t made b y the managemen t o f 

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 of school to achieve it s 

objective o f providing secondar y education . I t is difficult fo r the schoo l to measure its 

performance withou t maintaining proper financia l record s because most o f its activities 

are finall y expresse d an d ar e measure d i n monetary terms . 

1. Preparation of the manua l 

A numbe r institutions , literatures an d individual s were consulte d befor e preparin g thi s 

manual. The ai m of consultation was to gather information and experience s o n what ha s 

been writte n and pu t int o practice regarding accounting procedures. Fou r secondar y 

schools i n the Souther n highland s are a o f Tanzania and two accountin g firms  wer e 

consulted. The managemen t o f LSS wa s involve d i n every stage in the cours e o f 

preparation o f the manual . 

This manua l mainl y adheres to Tanzania Statement o f Recommended Practic e No. 2 : 

Basic Recor d keeping and Accountin g Practices fo r N G O 's i n Tanzania. It i s prepare d 

on consideratio n that LSS has n o accounting system a t al l that complies with officia l 

standards and a s suc h the propose d manua l i s made simpl e but i t enhances transparency , 

accountability an d financia l reporting . 
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2. The mai n section of the manua l as seen in appendix xiii are: -

A . Th e proposed organizatio n structure o f the schoo l 

B . Th e sources o f fund fo r the school 

C. Th e accounts code s 

D. Basi c accountin g routine s 

E. Preparatio n an d contro l of annual budgets 

F. Account s preparatio n 

G. Accountin g for fixed  assets . 

3. Orientation o f LSS staff on th e us e o f manual 

The orientation o n the us e o f this manua l wa s conducted i n the las t week o f February 

whereby i t took 1. 5 hour s eac h da y fo r five  days . The participants i n the orientatio n 

were the hea d o f school, bursar , academi c maste r an d staf f representative . 

4. Adoptio n o f the manua l 

The economic and planning committee o f the schoo l instructed th e managemen t tea m t o 

apply the manua l immediatel y after th e orientation . The manual was pu t int o use i n the 

beginning of March 2005 . 

The remaining activity is the evaluatio n of the  manua l on its effectiveness whic h ma y 

be performed afte r a  period of at leas t fou r months fro m the dat e of commissioning th e 

manual. 
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5. Recommendations 

A simple , but adequat e accounting manual fo r L SS ha s bee n proposed an d 

adopted. Th e important part s of this manual include the organizatio n structure, source s 

of funds , char t o f accounts, routin e accountin g procedures, accountin g for fixe d assets , 

budgeting, financia l repor t preparation s an d reporting . 

Preparation an d adoptio n of accounting procedure manua l fo r the L S S is but on e 

step forward toward th e achievemen t o f school objectives . I t i s important tha t th e 

evaluation i s done t o determin e i f the manua l wi l l serv e th e intende d purpos e afte r th e 

elapse o f considerabl e time . Since the managemen t i s already acquainte d t o the manua l 

it i s suggested tha t the accountan t ha s t o ensure that the manua l i s put int o th e 

application wheneve r a  transaction i s effected. Likewis e the hea d o f school should 

supervise th e applicatio n of the manua l by weekly checking the recordin g of 

transactions i n appropriate book s an d fulfillin g th e rol e of authorization whenever a 

transaction i s made . 

The schoo l board, been th e mai n governance organ , ha s th e overal l 

responsibility of ensuring th e applicatio n of the manual . The board ma y insis t receiving 

quarterly financia l report s prepare d followin g th e guidelin e stipulated i n the manua l a s a 

way of monitoring it s application . Fo r an effective monitorin g of the applicatio n of the 

manual b y the boar d i t must hav e member s wh o have accountin g expertise i n their 

team. 
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The evaluation may commence afte r the  elaps e of at leas t a  year to see i f the 

more qualifie d teacher s are availabl e and receiving competitive remunerations. Othe r 

indicators fo r evaluation could b e student s performance, numbe r o f students enrolled 

etc. 

It must b e emphasized that Board i s a very crucial orga n fo r any organization. 

There is a need t o strengthen the schoo l board by providing i t with necessary boar d 

training so that it is able to perform it s function including supervision of application of 

the accountin g manual. Th e role of the dioces e a s owner and manager of the schoo l is 

not ver y clear. At the momen t th e dioces e supervises it s education institutions through 

the diocesa n education boar d bu t th e rol e of this organ i s not clea r as well . Ther e i s a 

need fo r the dioces e to define clearl y the role of the diocesa n education board so that it 

is able to contribute t o the  developmen t o f education institution s of the diocese . One of 

the importan t rol e of this board coul d b e the developmen t o f education polic y fo r th e 

diocese that i s currently lacking . Membershi p to this board shoul d be mainly guided by 

the function s o f the board . 
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