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1. INTRODUCTION

1.1PURPOSE
The Ministry of Education & Training (MoET) Financial Management Manual provides
guidance in the application of the Public Finance & Economic Management (PFEM) Act, the
PFEM Regulations (PFEMR), Financial Instructions and in the application of the Grant’s Code.
It details the processes required to meet MoET’s financial reporting and management
obligations.

Asrequired by the PFEM Act Part 10, Part 2 section 5 and the PFEM Regulations Part 2 Section
7, the Manual is developed to assist the Director General (DG), as head of agency, to manage
the affairs of the MoET to ensure or promote:

1. The efficient, effective and ethical use of public resources and public money; and
2. Proper accountability for the use and management of public resources and public
money.

There are a number of key pieces of policy, regulations and legislation that determines how
MOKET is to conduct its financial affairs. The primary elements of this are shown below in
Figure 1. It is important that a clear and consistent message is provided to guide MoET in
conforming to public financial management obligations. This manual is one of the tools to
achieve this.

— MOET Finance Manual, Schools Finance Manual

MOET Finance Policy, MOET Procurement Policy,
Schoals Finance Policy, MFEM Financial Circulars

PFEM Regulation Order, Government Contract
& Tenders Regulation, Grant Code, Education
Regulation Order, Teaching Service Manual,
Public Service Manual

Public Finance & Economic Managment Act,
Government Contract & Tenders Act, Education
Act, Teaching Service Act, Public Service Act

Vanutatu Constitution 1980 & Ammendments

Fig. 1.a: MOET Financial Management Legislative Framework

The manual is targeted at those working directly with public financial management within
MOoET, particularly those working within the FinU and other staff who are delegated financial
responsibilities within the MoET. The manual will also be communicated to Ministry staff
who use public fund to carry out their activities.
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The manual is to be updated each time a process changes, be it due to new legislations or
obligations, changes in technology or changes in management practices.

As such the most recent version of this manual will be available on the MoET website, with
version control the responsibility of the Principal Finance Officer.

1.2MoET PUBLIC FINANCIAL MANAGEMENT SYSTEM OVERVIEW

The MoET Financial Management System does not operate in a vacuum but is part of the
larger Government of Vanuatu public financial management system.

The primary responsible entity for the management of this is system is the Ministry of Finance
and Economic Management (MFEM).

MFEM have a regulatory role, through the issuance of financial circulars which determine
how different acts of Parliament are to be interpreted, and an operational role through the
Financial Management Information System, (FMIS) which is managed by the Department of
Finance & Treasury (DoFT).

MOoET in turn engages with DoFT using FMIS, however also engages with schools using Open
Vanuatu Education Management Information System (Open VEMIS).

Schools &

ECE
MoET
Finance
Unit & HR
Unit MoET

non-

Provincial Finance
Education
Offices

PSET
Providers

SMART STREAM Open VEMIS
Fig. 2.a: Relationship between SMART STREAM and Open VEMIS

Similarly, post-secondary education training (PSET) providers, schools and the non-Finance
Unit elements of MoET engage with Open VEMIS but not directly with FMIS.
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1.3MoET ROLES & RESPONSIBILITIES

Authority to expend public funds is provided by Parliament to the Director General through
a bill for an Annual Appropriation Act or a Supplementary Appropriation Act (PFEM Act
Part 8). This is managed through an approved budget, which determines how these funds
are to be spent.

The flow of financial responsibility and authority is augmented by a number of institutional
‘gatekeepers’ that preserve the operational integrity of the public financial management
system on a daily basis.

The primary gatekeeper is DoFT, who are the final approver of all payments.

Within MoET this role is undertaken by the FinU, whose responsibility primarily is ensuring
that all payments requests meet legal requirements before they are approved by the Director
General.

At the school level, this role is undertaken by the School Principal.

a

. MoET
Suppliers Units
: K‘ Provincial
onors Education
Offices
School
Principals
School School
Councils Community
Suppliers Association

Fig. 3.a: The ‘gatekeepers’ of the MoET financial management system

1.3.1 MoET Director General

The Director General (DG) is the head of agency for MoET, and each year is given the legal
authority by Parliament to spend the funds appropriated to MOET in the annual
Appropriation Act.
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The DG has the power to delegate this authority, however the ultimate responsibility remains
with the DG (PFEMRO 3.2). The delegation is updated annually and MoET has the
responsibility to inform MoFEM of the delegation.

1.3.2 MoET Finance Unit
The MoET Finance Unit (FinU) sits within the Directorate of Finance and Administration
(DFA).

The MoET FinU is the Ministry’s source of financial management operation, skills and
knowledge. It has a role in preserving the integrity and accountability of public finances
within the Ministry whilst enabling the smooth flow of funds to fuel education service
delivery.

The FinU works to ensure that all funds approved for expenditure by the DG meet legal
requirements.

3200 - Director

3202 - Principal

Finance Officer

3204 - Seniocr 3205 = Senior
Development

Accountant

3203 - SEO
Budget Officer

3206 = SEO 3209- SEQ School
Accountant Finance Officer

Expenditure
Analyst

Provincial
Finance Officers
(x86)

3207 - Accounts
Clerk (D)

3208 - Accounts
Clerk (R)

Schocl Finance
Officers (achoel
based)

Fig. 3.b: MoET Finance Unit Structure

1 Appendix 1: MoET DFA Structure
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1.3.3 Provincial Education Offices
Provincial Education Offices provide support and guidance for their office and schools in their
respective provinces, to ensure compliance with the public financial management legislation and the
school financial management manual. This involves technical support as well as oversight of school
planning, budgeting and reporting,.

1.3.4 Principals
Principals have both the authority and responsibility for the maintenance and operation of the public
financial management system at the school level.

Details on their specific duties and tasks are provided in the ‘School Financial Management Manual’.

2. APPROPRIATION

Each year Parliament passes an Appropriation Act which details the amount of funds able to be spent
in each ministry. The budget must be aligned with the Ministry’s annual plan.

The PFEM Act 2019 provides authority to access these funds to the head of the Ministry, being the
Director-General.

In accordance with Part 17 of the PFEMRO, the Director-General (DG) is able to delegate authority to
others to commit expenditure, something which is undertaken each year. DoFT will normally issue
a financial circular, and the DG MoET will be required to complete a form of those within MoET to
whom authority has been delegated naming the person and the amount of authority they have, to
validate and verify all financial applications and payment instructions submitted to the DoFT.

This form must be delivered to the Director-General MFEM prior to the start of each financial year.
This list may vary depending upon the management policies of MoET. In 2024 this consisted of:

(i) 4 Directors

(ii) 1 Principal Finance Officer

(iii) 6 Provincial Education Officers

(iv) 1 Chairman of the Teachers Services Commission (TSC)
v) 1 Secretary General of the TSC

A further delegation is to be made to the Director of Finance, DoFT, so that payroll can be processed
annually.

The signatories will be eligible to sign off on all documents that have financial implications on public
funds appropriated to MoET. The documents include, but are not limited to, imprest forms &
acquittals, financial visas, journals, virements, advances, cash flow amendments, pay cash forms, local
purchase orders, payroll documents such as salary authorization forms.

A sample of the specimen form can be seen below, and as mentioned, this is also used to confirm
delegation to provincial offices, and should only be approved by the DG MoET.
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GOVERNMENT OF THE REPUBLIC OF VANUATU
MINISTRY OF FINANCE AND ECONOMIC MAKAGEMENT
(MFEM)

COUVERNEMENT DE LA REPUBLIQUE DE VANUATU
MINISTERE DES FINANCES ET DE LA GESTION ECONOMIQUE
(MFGE)

SERVICE DES FINANCES ET DU TRESOR DEPARTMENT OF FINANCE AND TREASUSE
Rezdn Chassses, Promaicr ot Besime Eges, Cremnd, First and Secand Fioor.

Sav Poseal Sapone 831, Fors Vits, VANTATT
Tal (67%) 24543 Fax: (676) 25533

2024 AUTHORISED SIGNATORIES SUBMISSION FORM

Privare Mail Bag 031, Pery Vida, VANTATT
Tel: (678 24543 Fax: 1678 15533

Section 1: Specil Form (Port Vila)

Department Name

Department Code

Financial Year
Name Payroll Position or Signature FUNDS APPROVAL LIMITS Budget Activity Cost Caasar (s}

(Dasi i Post Title Specimen \nisass refer to the Appravol (£.g. MFCC)
Officer} [ Limit Table below and insert

{ie. VNPF eppropricte code}

)

APROVAL THRESHOLD TABLE

Funds Approval Limit Codes
Ll Codia, Approval Range (VT)
Less than 500,000 |
Less than 1,000,000

Less than 5,000,000
Uniimited range of
spproval

e

Section 3: For Head of Department and Ministry Use Only

| hereby certify that the name(s) of Officer(s) contain in the above table do have my consent and approval to
arrange or approve utilization of public expenditure within the specified expenditure threshold from the
budget activity (ies) and cost center(s} within my Department/Ministry.

Name: Name:
{Head of Department) {Head of Ministry)
Signature: Signature:
(Head of Department) {Head of Ministry)
Date: /[ / Date: / /
(Not Valid without your Dept/Min official {Not Valid without your Dept/Min official stamp)
istamp}

3. BUDGETING

3.1 Budget Preparation

The planning and budgeting process of MoET is prepared in alignment with Part 12, Division
1, of the PFEMRO No. 88 of 2021 (2 July 2021) and with Part 5 of the Public Finance &
Economic Management Act [CAP.244].

The Government's fiscal year starts 1 January and ends 31% December each year.




MOoET’s planning and budgeting is tied to the annual budget cycle. The timing of each budget action
is determined annually with the issuance of the Financial Circular on the Budget Cycle Timetable from
DoFT, around February each year, and provides a schedule of tasks and commitments required for

MOET FINANCIAL MANAGEMENT MANUAL

the completion of the following year’s budget.

November ge'muarly — |
issemination of Annua
Budget tabled at the Budget Cycle Timetable
Parliament
February
July MOET Intemal Planning &
MBC Budget Hearings Budget cycle begins
March
C r i
v urrent year's plan submitted

Submission of Ministry's budget
for following year to DoFT and

PPl ol Budget Submission to DoFT.
May New GIP submissions (for following
DoFT issues Budget Ceilings year) to DoFT.

including procurement plan,
cashflow plan and activity plan;

Current year's Supplementary

& Guidelines; VBMS opens to
line agencies for budget
entries (includes NPPs, GIPs
and Budget)

e

By May, DoFT issues the budget ceiling for recurrent expenditure, along with budget submission
instructions, in a financial circular titled Line Agency Ceilings and Guidelines for Submission, an example

of which is below:

Guidelines for the 2025 Budget Submission
Main Body of the Submission

Policy issues and

Brief discussion of policy issues and challenges in the ministry (around 2 pages)

challenges

Approach taken to 5 ; 5 5

i —— % Steps the ministry is taking to address these policy issues and challenges
issues and & Link with the revised program structures and key elements in the ministry’s
challenges corporate plans

Budget proposals % Efficiencies the ministry has identified

for 2024 + How resources have been reallocated to best achieve policy and service

outcomes

« If new policy proposals are being brought forward for expenditure above ceilings,
these require brief justification

Recommendations

Recommendations that the Minister wishes MBC to approve

Minister’s Signature

Submission signed and dated by the Minister

Attachments — most of these can be attained from VBMS

10
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Attachments — most of these can be attained from VBMS

Attachment 1:
Introduction to
Ministry

% What the ministry does (no more than one paragraph)

% The ministry’s current organisational structure (or proposed organisational
structure)

& Locations of departments within the ministry (e.g., Department X has two
offices located in Port Vila and Luganville)

& The number of people employed by the ministry at the time of budget
preparation, by department

& The ministry’s final actual 2024 budget allocation and the budget ceiling
provided for 2025

+ Ratio of salary and wage costs to overheads

& Percentage of budget allocated to capital expenditure

Attachment 2:
Budget Narratives

Descriptions of the programs and activities that will be included in the budget
documentation.

+ Must be consistent with the corporate plans and business plans of ministries

« Priority objectives have a financial cost that should be reflected in the
narrative.

% Give insight into how ministries intend to make use of their funds in the future.

The narrative must be as concise as possible, and no longer than 2 pages in
total (apart from very large departments, e.g. Health, Education, Police, and
Public Works).

Attachment 3: Explain the basis of your new program structure and indicate the cost and
Program benefits of each program undertaken by departments.
Justification
+ The priority of the program (programs should be ranked in order of importance,
1 being the most important).
% The number of people who should benefit from the program (if numbers are
not available, groups may be used).
% The estimated cost in each year from 2025 to 2029 and importance (ranked
in the Program) of each Activity in the Program.
+ How the service (Activity) is provided to those who should benefit
% Other methods of providing service
« Effect of not providing service
Any other supportive information that should be considered in association with
your proposed budget distribution.
Attachment 4: Table showing estimates of expenditure for each ministry by program within
Within-Ceiling budget ceilings approved by COM. Submissions that do not comply with this
Budget Estimates | requirement will be returned to ministries for reworking and resubmission.

Attachment 5;
Recurrent Revenue
Estimates

All revenue-collecting ministries must enter their revenue projections into VBMS

together with their recurrent expenditure budget entries for the 2025 financial

year

» Revenue must be reported against the most appropriate revenue chart of
account to avoid duplication of entries.

e New approved revenue activities must be reported to the FMIS for
appropriate creation of a new chart of account.

¢ Ministries must ensure adequate entries are made so that the government
can meet its budget expenditure forecasted for 2025. MBC will be informed
of ministries that fail to comply.

11
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Attachment 6: New
Policy Proposals (if
required)

Where a ministry wishes to propose expenditure to meet a policy or service
delivery priority that cannot be met from within the budget ceiling, these can be
submitted for consideration by the MBC as ‘New Policy Proposals’. The format
of these new policy proposals is in the VBMS.

New proposals should be discussed with Treasury and the accuracy of the
proposed costs should be agreed before they are included in the submission and
NPP cost model. It is essential to avoid bringing in any NPP to MBC without prior

analysis from Treasury.

An MoET internal budget planning schedule is prepared by the FinU and shared with the
Policy & Planning Unit (PPU), by February, to coordinate the program.

Once the internal planning is complete, MoET must begin working with DoFT.

STEP 1: Meeting with DOFT

Discuss your MoET’s proposed new Program and Activity structure with Treasury and agree
on narratives and performance criteria.

STEP 2: Review of Business Activities

Review MoET’s business activities and consider where savings might be achieved.

STEP 3: Advise Grant Bodies

Advise grant bodies that fall within MoET’s overview of the requirement to provide budget
submissions and up-to-date financial statements to Treasury.

STEP 4: Prepare the Draft Budget on VBMS
i). For ongoing or expanded services,

a. A budget submission that is prepared along the lines set above, signed by the
Minister, and;

b. All relevant fields in the VBMS correctly filled out and printed out in hard copy
attached to the budget submission.

ii) For New Donor Projects (Donor NPP):

a. Budget narrative (brief but including the project number, name, donor funding
source and amount as a minimum), and

b. Print out the VBMS summary report of these projects.
iii) For Ongoing Donor Projects (Donor NPP):

a. Budget narrative (brief but including the project number, name, donor funding
source and amount as a minimumy), and

b. Print out the VBMS summary report of these projects.

12
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Template of a NPP is shown.

Project Profile Report Government of Vanuatu

1. Project id:

2.
3.

Project Title: School Land Survey and Compensation Budget
Ministry: Education and Traming
a. Department Sponsoring the Project: Asset & Administration Facilities Unit
. Agency Implementing the Project:
< Main contact for the Project:
Name: Samson Sawan - PED Administration and Assets Management
Phone: 22309, VolP: 4653
Email: ssawan@vanuatu.gov.vu
d. Planned Commencement Date: January 2023
2. Pianned Completion Date: December 2023

Project Budget:

BUDGET

The proposed NPP will enable the Ministry of Education and Training to deliver school
land management for registared government schools.

School Land Status for Government Schools Primary Total
Schools with e- special lease 13 2 22
Schaols with agreement to lease and the land being surveyed 61 13 74
Schaols with agreement to lase but tha land not being surveyed 17 9 i -}
Schools with na land lease agreement & no survey 118 23 148
‘Ovarall Total 310 59 369

The proposed NPP will enable the Ministry of Education and Training to meet the

following school land ions:

= Pay land premium for 8 schools with e-special lease but premium not yet paid in
accordance 10 Land Premium Act.

+ Commence negotlation and payment of land premium for 74 schools.

+ Commence survey of school land for 126 schools.

= Commence apply for negotiator certificate and survey for 148 schools.

= Complete process for compuisory land acquisition of Repsarie College, TAFEA
Coltege, Mareyulu College, Epi High School, Baldwin Lonsdale College, Neramb

5. Purpose and Objectives: Primary School and Port Resolution Primary School.
The main purpose of this New Policy Project (NPP) is to reguest additional budget )
support for school land survey and compensation 1o enable the Ministry of Education Consuttation:
& Training to schoo! land agr and compensate school [and owners The Ministry of Educarion and Training have been requesting the Department of Lands
on: to utilize the iand compensation fund to compeansate schoot [and ovmars but dus to
« Outstanding iand rent msufficient budget the Ministry of Lands has requested MoET 10 compensate the
= Land lease premiums, and, school land owners.
= Compulsory acquisition .
Legal implication:
6. Project Description: Failure to compensate schoo! [and owners of their benefit may result in higher court
settiements and in MOST £35&5 cause disruption to schocl operstion.
This proposad NPP is in line with National Sustainable Development Plan 2016 - 2030 & . .
“SOC 2.2 Ensure every ehiid, regordiess of gender, location, educationol needs or The school land compensation budget is 100,000,000 vatu anc will be a recurring
sircumstances hos access to the education system® and society goal™ budget for three years or until all schoal land are formalized and compensated.
“SOC 2.2 Buiid trust in the educotion system through improved performonce
nt teacher training, and the refiable defi quality services™ e
menagement systems, g, livery af ity 5
The education and training sector analysis identified the issue of inadequate
management of education assets, 8 mﬂw&m
Since all schools are built on land, it s important for MoET to establish a program for B
school y and land ¢ better manage its obligation 1o meet the 9. Vanuatu Government Funding Source: (specifically future govemment recurrent
customary andowners benefit in ratum for enjoying the rights To use the land for cost implications):
public purpose. The land compensation fund with the Department of Lands is Nona as the angoing will be budgered and imp Ted by schools.
insufficient 10 meet all government sectors lanc legat obligations and the failure to
compensate landowners have and will continue to cause landowners to disrupt school =
operations, 10. Proposed TA Positions: (TOR must be included for all T/A positions.):
NfA
11. Project Budget - Provides y of the maje b in the project
budget below.
Donor Cost

The following items will be paid from the donor’s contribution to the project
through a Grant and cost in Vatu:

Account Description

Totals

Vanuatu Government Costs:

The following items will be paid for by the Vanuatu Govemment {and are additional to the
in

Director of Sponsoring Government Department: | certify that | have checked the project
profite, and any other supporting information for screening this project. 1 2m sausfied that
!mis project proposal is ready for presentation to DSPP for approval.

Name & Sign

of Director of §

ing Department: Gideon john — Director of Finance

and Administration

Director General's Certification: | certify that | have checked the project profile, and any
other supporting information for screening this project. | am satisfied that this project
proposal is ready for presentation to DSPPAC for approval. | understand that no
Government funding 'will ba released for the project until the project has been approved by
the appropriate government authoritias, any additional government contribution has been
appropriated, the approved donor funding has been released and a detailed project income
and expenditure form nas been submitty

Name & Sigr

lati

of Director : Berg:

Sectoral Analyst's Centification - Approval/

1

2

{delete as

| certify that | have checked the project profile, and any other supporting information
for screening this project. | am satisfied that this project proposal is ready for referral
10 the appropriate authorities.

The project has been dedined and a review of the project is attached.

Name & Signature of Sectoral Analyst:

13
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3.2 Budget Management (Vision Smart Stream Reports)
Each quarter, a budget report for each activity is submitted to each respective Director, with
a consolidated report provided for the Director General and the Director Administration &
Finance.

The report should include:
e Budget vs Actual

Analysis of previous years” expenditure trends (if appropriate)

Ad hoc requests from activity managers

Template of a budget vs actual report is shown.

Expenses Detail Report by Cost Centre Government of Vanuatu
For transactions between 1 January 2022 and 31 December 2022 Bxdracted on 09/06/22 13:56 on 09/06/ 22 13:56

Accoun! Description Actual Commitment Total Budget Under/(Over)}
53AA | Office of the Director of Education Services
Personnel Expenses
8AAA [Acting Allowances 86,751 - 86,751 - (86,751)
BAAF _|Family Allowance 25,760 - 25,760 96,000 70,240
8AAH [Housing Allowances 169,043 - 169,043 900,000 730,957
8AAQ |Other Allowances - - - 240,000 240,000
8AAP |Home Island Passage Allowances 86,663 - 86,663 - (86,663)
8ASP _ |Provident Fund 92,358 - 92,358 263,192 170,834
8AWP |Pemmanent Wages 2,222 132 - 2,222 132 6,243,800 4,021,668
PAYR |Payroll expenses - - - - -
Personnel Expenses 2,682,707 - 2,682,707 7,742,992 5,060,285
Operating Expenses
BCAB |[Subsistence Allowances 30,000 - 30,000 215,000 185,000
8CBL |Local Accommodation - - - 159,384 159,384
8CKD |Adwertising - Communications - 9,250 9,250 7,000 (2,250)
8CKR _|Printing - Communications - - - 20,000 20,000
BCKS _|Stationery - Communications (40,350), 40,350 - 50,000 50,000
8CKT |Telephone / Fax - Communications - - - 20,000 20,000
8CMG |General - Materials 90,000 - 80,000 50,000 (40,000)
8COF _|Refunds 86,663 - 86,663 - (86,663)
8COIl |Incidentals 126,355 - 126,355 5,000 (121,355)
8COP |Official Entertainment 23,061 - 23,061 200,000 176,939
8CTL [Local Trawel 45,274 38,922 84,196 433,568 349,372
8C2ZV _ |Value Added Tax 26,486 14,583 41,069 140,000 98,931
8DGO [Operating Grant 39,000 - 39,000 - (39,000)
8EEA [Equipment - Aditional General 2,517 8,696 11,213 - (11,213)
8EEC |Equipment - Computer 113,913 - 113,913 90,400 (23,513)
8EFQ |Fumiture - Office Fumiture - - - 50,000 50,000
OVER |Ovwerhead expenses - - - - -
Operating Expenses 542,919 111,801 654,720 1,440,352 785,632
53AA |Office of the Director of Education 3,225,626 111,801 | 3,337,427 9,183,344 5,845,917

14
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A report that is also available to Managers is the Funds Control Workbench report.

- CDU OPERATION BUDGET EXPENDITURE UPDATE _ . :
_ Asat7June 2023,3:25pm - Mo | Budget | Release | Allotment | C ] e |
Ancusl Amounts " Budget: 10162895 |
OPERATION BUDGET 10,162,695* Alomeet:  s5esass
LPOs Committed but Expenditure g e jlEE Ll
notyet realized 1,162,530 hali—2-5IAC T
S3IAC 3
Actual Expenditure 1,789,250 +—— P SIAD ALL EXP Available -z.m'm:
|Less: Total Expenditure 2,951,820 ? SIAE ALL EXP “ h :
T 2 SIAF ALL EXP Paymont : A o
Remaining Operation Budger: 7,210,875 Lol o el . Dosciiption 1; Cossiculum Dov.Usit.
P SIAI ALL EXP 5 :
* Therefore, the actual remaining operation budget to date (7-06-23,
Time 3:25pm) is 7,210,875 VT. /
.//J
= Of this totol operation budget remaining, 375% is i Ve
1o use and the final 63% is the octual remaining operation budget to /
use tifl yeor end. See breok down beneath. /
Total Budget Remaining: 7,210,875 L
Current Operation Budget /
|Less: avoilable to use: 2,637,665 37%
Actual Remeining Operation e,
budget to use till yeor end 4,573,210 63%

3.3 Budget Supplementary
Budget supplementary is normally submitted to DoFT by March each year. This provides an
opportunity to request further funding for underbudgeted items, introduce new projects, introduce
new policy funding and also for additional staff/teaching positions that may be required.

STEP 1: DoFT Deadline

Obtain from DoFT, the deadline for submission of budget supplementary.

STEP 2: Inform MoET Division Directors

Directors are informed of the submission deadline, as well as internal MoET deadlines.

STEP 3: Supplementary New Policy Proposals

Directors prepare supplementary New Policy Proposals (NPPs) using the NPP Form. According to
Clause 70 of the PFEMRO, a supplementary budget request must include the same information
required for a new policy proposal under PFEMRO Clause 66.

STEP 4: Budget Analysis

Supplementary NPPs are submitted to the FinU where a budget analysis and compliance check is
undertaken. Non-compliant NPPs are returned to the respective Director for correction.

STEP 5: Director General Approval

Compliant supplementary NPPs are submitted, along with the budget analysis, to the Director
General for approval.

STEP 6: DoFT Submission

Approved NPPs are submitted to DoFT by the FinU prior to the DoFT deadline.

15
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STEP 7: Approval by Council of Ministers (CoM)

The supplementary NPPs are submitted by DoFT to the Council of Ministers (CoM) for approval. If a
supplementary NPP is not approved, then it is removed from the list. Only approved NPPs will be
submitted to Parliament for appropriation.

STEP 8: Parliament Approval

The Supplementary Budget is debated in Parliament. If the supplementary NPPs submitted by MoET
are approved, they are written into an Act of Parliament and the Director General is authorised to
approve related expenditure.

3.4 CashFlow Plan
Cash Flow Plans are forecasted at the beginning of the year by DoFT to assist with their fiscal strategy.
Part 12, Division 2, Clause 68 of the PFEMRO requires the DG of MFEM to issue warrants according
to overall cash availability of the Government. Large adjustments to the timing of activities can
impact the ability of DoFT to finance the changes. Any significant changes to the timing of a planned
activity requires informing the MoET FinU.

Whatis a Cash Flow Plan?
Cash Flow Plans take annual budgets and use them to determine when budgeted amounts need to be
spent during the course of the budget year.

So how do we prepare a Cash Plan?

All Activity Managers have prepared their budgets, which should reflect their needs for the year. And this '

budget should have been based on a work plan, which indicates what work the Activity will undertake for
the year.

To prepare the Cash Plan, Activity Managers divides the Annual Budget for each of their units into monthly

intervals. In this case, FInU will provide a template that will be used for that exercise. The process to fill
the template will be outlined below. Note that the payroll cash flow is automated by the system.

The following diagram is an extract of the Cash Flow Planning Template. It is the Cash Flow Plan for Cost

Centre : inistration t nt Unit. The activity manager is responsible to fill in

the template.

Using the Cash Flow Planning Template

Before doing the Cash Flow Planning Exercise, the activity manager will first refer to the column labelled
as 1 to view the existing Cash Flow Plan. This Cash Flow Plan was allocated based on the previous year’s
Cash Flow Plan and is automated by Smart Stream. This means that the current year’s Cash Flow Plan is
equivalent to the previous year’s Cash Flow Plan in Smart Stream. Therefore, If he is satisfied with the

Existing Cash Flow Plan in column label 1 then the activity manager will need to confirm by email to FinU.

However, if the activity manager is not pleased with the units existing Cash Flow Plan and wish to make
further amendments, then (s)he will need to divide her/his annual budget into monthly intervals in the cell
range labelled as 2 in extract below. Once (s)he completes the Cash Flow Plan (s)he will then forward it
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intervals in the cell range labelled as 2 in extract below. Once (s)he completes the Cash Flow
Plan (s)he will then forward it to FinU. The activity manger must ensure that the cash flow plan
is within the unit's operations budget ceiling as depicted by the blue arrows and the equal
sign in the extract.

Figure 1 Cash Flow Planning Template (Extract)

4 ; 2019 CASH FLOW PLAN
r i = ..
52 Cost Centre 824C Administration & Asset Monagement Unit

Annual Operation Budget
Operation Budget Released 71,363 January Operations Budget Release ‘
Operation Budget Remaining 2,623,148 \%Mﬂoﬂs budget yet to be reteased
Period Month N\ Acivity Budget % |Existing CFinSmart Stream

1 January N\ 71,353 3% 142,726

2 February el T 0% 388,177

3 March 0% 388,177

4 April 0% 265,451

5 May N\ 0% 265,451

6 June N 0% 12,726

7 July 0% 142,726

8 August 0% 265,451

9 September N\ 0% 265,451

10 Ottober N 0% 216,361

1 November N 0% 191,814

12 December N 0% 20,000
Total (4] 71363 3% FALSE
Budget Ceiling (B 2,694,511 100% 2,694,511
Difference {'C) {Unallocated/Over olipeated budget) 2,623,148 97%

The FinU undertakes an analysis of all the different changes (forecasted and actual) and if
deemed likely to impact the ability of MoET to finance an activity, they inform DoFT of the
changes.

The amended cash flow plans is normally submitted to DoFT by March of each year.

Cashflow Plan Amendment

» Note: that the cashflow plan amendment is only applicable for the operation budgets.
* A cashflow plan amendment refers to the change in the planned operation budget per

period (month). It is an activity that managers and principals of each units / cost centres
are expected to do, and it is to be done after a careful mid-year review to ensure their
annual work plan and operation budgets are aligned.

e Timeframe

Middle of financial year (June of each financial year). It is also at this time that finance unit
have to verify to ensure that all operation cashflow plan in smart stream ends in only
November, one month before the end of financial year. This is to avoid unnecessary stress
that finance unit normally experienced especially during the end of financial year processes.
And with this stand of ending all cashflow plan in November, this will enable each unit to fully
implement their budget in a smooth manner.
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Benefits of Cashflow Plan Amendment

o To ensure smooth spending till end of financial year

o To avoid unnecessary budget virement and advance requests. Budget
virements and advances is only necessary when an emerging need arises.
However, the more budget virement and advance requests per year could imply
poor budget and planning management to Finance unit and the Department of
Finance and Treasury (DoFT) as a whole.

o This will enable managers and principals to be welled versed with the

implementation of their units’ activities till year end.

The cashflow plan Amendment Process

By mid -year, around mid-June, all units are expected to undergo their mid-year reviews and

have aligned their planned activities with their respective remaining operation budget for the

year. With this assumption, these are the next steps that finance unit will follow to ensure the

cashflow plan amendment process is completed successfully:

1.

Finance unit to send the operation budget cashflow plan template to all managers and
principals by email. Also inform them that the cashflow plan should only end in the
month of November and not December as usual.

The Managers and Principals are expected to fill in the femplate with respect to the
changes from their mid-year reviews. This again is to ensure that their planned
activities for the remaining half of the year are aligned well with the remaining operation
budget.

Once the Managers and principals have completed filling the template, then forward it
to Finance unit by email.

Finance unit then verifies each unit's submissions and prepare the cover letter to be
attached with the cashflow plan templates for each unit

Once the cover letter to DoFT is prepared, get the Director General to sign it and deliver
to DoFT for process

Once the submission is received by DoFT, then follow up with MoET finance
counterpart at DoFT which is the Expenditure Analyst, until we received a notification
of the cashflow plan amendment.

Inform all managers and principals again on the changes to their cashflow plan and

remind them again to spend accordingly.
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e Template

Figure 1: Cashflow Plan Amendment Form

I OPERATION BUDGET CASH FLOW AMENDMENT REPORT

'y 18-Nov-24
33 Cost Centre 54AA 'Office of the Director General
Activity Code: MEHA
Account: OVER
Annual Operation Budget: 26,714,133
Budget Expenditure to date: 24,749,233
Budget Available: 324,844 k A
Operation Budget Remaining: 1,964,900
CURRENT CASH FLOW PLAN AMENDED CASHFLOW PLAN
: Current Cash |% Cur. CF| Cash FlowPlan | % Amnd.
Period Month
Flow Plan Plan Amendment CF Plan
1 January 488,342 2% 488,342 2%
2 February 488,342 2% 488,342 2%
3 March 488,342 2% 488,342 2%
4 April 488,342 2% 488,342 2%
5 May 488,342 2% 488,342 2%
6 June 483,342 2% 488,342 2%
7 July 488,342 2% 488,342 2%
8 August 10,220,515 38% 10,220,515 38%
9 September 4,610,154 17% 4,610,154 17%
10 October \ 488,342 2%| 488,342 2%
11 November 488,342 2% 7,976,728 30%
12 December E 7,488,385 28% ; e sl
Total (A) 26,714,133 100%, 26,714,133 100%
Budget Ceiling (B) 26,714,133 26,714,133
Difference {'C)
(Unallocated Budget) o 0

The above figure 1 is part of the form used to amend the operations cashflow plan. It is the
cashflow plan amendment for activity S4AA-MEHA-OVER. The purpose to amend the

cashflow plan is to bring forward the period 12 cashflow budget to ensure implementation of

planned activities in November (period 12) for the unit.

How to use the template:

A. Extract the existing current cashflow plan in smart stream and enter in column A

respectfully.
B.

In column B, make the necessary amendment. For example, in this case, we are

amending the cashflow by moving the 7,488,386 VT in period 12, which was labelled

as C in figure 1. So, in period 11, the amended cash flow increased from 488,342 VT

to 7,976,728 VT.

Once this table is updated with the relevant amendments, then get the DG to sign off and

submit to DoFT for processing.
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3.5 Budget Virements

Over the course of the year there will be times when there is needed to be a change in the budgeted
amounts to reflect changing expenditure patterns within the Ministry. This is often due to a new
activity being introduced, or due to a sudden change in the costs of an activity. The PFEMRO Part 12,
Division 2, Clause 69 allows for a head of agency, eg DG of MoET, to request a virement of transfer
of budget within a Ministry.

STEP 1: Identify the Shortfall

When a new activity is decided, or costs in an existing activity change significantly, activity managers
need to review the resources available under the existing budget. If there is a forecasted shortfall of
funds, the activity manager must determine how much the shortfall is and what impact it would have
on the activity.

STEP 2: Director and Senior Management’s Approval

Once the shortfall has been identified, the activity manager must seek the Director’s approval to begin
the process of moving funds from a different part of the budget to the new activity/ underfunded
activity (virement). This must be enclosed by minutes of the Senior Management Team’s approval.

STEP 3: Finance Unit Analysis

Once it is agreed that a virement is required, the activity manager must take the information on the
new activity/underfunded activity to the FinU for analysis.

The FinU must confirm that:

(i) The activity is required, and

(ii) The activity is not able to be funded within the existing budget structure, and

(iii)  There are surplus funds elsewhere in the budget that can be used to fund the activity.
STEP 4: Preparation of the Virement Form

Once a suitable virement has been determined by the FinU, the activity manager must complete a
Virement Form.

It is important to note, and stated on the form, that:

(i) Incomplete forms will be returned to submitting Ministry / Department or
constitutional body,

(ii) All Virements between activities will not be processed without comments and prior
approval from Treasury division.

(iii)  Allow 3-4 days for Treasury to review.

(iv)  Quotations and other related documents should be attached for purchases of
equipment or contracts.

(v) If there is a need for more justification, then the DG or Director can detail the
discussions in a signed memo.
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SECTION A of the Virement Form provides the summary of what the virement is for, importantly it
is signed by the Director General MoET.

HRESTRY OF FANCE ANO ECONOMIC MARAGEREN]

VIREMENT FORM

T tort s b Forwordd i fhe Tremary (v

ooyl tormn v be el v arrrees Ao | ereeny i crserened bty
AR Vet ntwwt sctnindy w18 oo b e vt eyl e greal
A Tierery it

o Adhw b4 dats b Tomintey 4 Erars TR WAL 08 Y IREMEYE
o Lemibaan ] shp sl RO desid 12 sty o U 4 spErE = Ermmbis S niibel W it mnd | Bt
smwnh prmrre—
v Ftane e o e U v i, S e G o DNOVT o et i 18 ¢ WA TS ACCOUST P THE ACCOENTE
e atlre. E
Y ]
5 LI I-"*-*":'
Seitiai A - Jintiflcithn of Viivirad 2 =
AT AdTETY
L Demvsew Unnerd of fir Sbsmerty of
R A PCNT
pyew e Fus s vt e se wAKE TR W g
T e e e i Wl e G Gt wind Thatn Py
— ¥ BUOSET 00
s Miaesdwr o [ imaent vmsd [oanmcs M owopyr! wot sty il ivmes! be' S flometie
L e A T Y i g 1 b ! Yum— 1
Fortmm— a Fahvaa 3
e
LT 3 (YN 1
P 3 et 4
e 4 e -
- ® e L]
T v R T
Bt | & g [l
Sopaeaian | L el B
e I o Cumatem |10
i . L1 b O 11}
P {5 Bl L3
TORAL | 1 wmem

Sente (et @ M mmdef o i w00 Tyt Fair e B

T O nowctt 10 apeeene any veament.
wd‘mwwmhmw ek mare il s e Gl e S pee———

P e w el ol it Wit ool Dol v o S A ET S by Lide b Sudewr e e
wnderitandy and approves of the bt et St 5 T
virement + e Panads wve et ad e b - proed. -t

T T e e il ey s et o Bt ol s Yl o . e
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SECTION B of the Virement Form provides the details on the proposed transfer of funds. It should
be noted that any virement cannot result in there being insufficient funds for the activity it is taken
from.

SECTION c is only’ ﬁ]_led out if th_e dpptlmo;é u‘ the lr;;‘:gf‘rr Is Ma;g reqt‘nsfm 1o m:n ; w:f;i:’f?r’fwﬂm: (o)”_ﬂ”;;\es

Cost centers & Forelgn Mission Cost Centers)

virement is away from either provincial
offices or foreign missions. If it is then

the virement needs to be approved by
the Secretary of the Public Services
Commission.

Adfter peviewans the Agency’s Dudget Namatives, [ am satisfed that such sansfer will not affect the delivery of its

ASTVISS Tavpets.

Puite:
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SECTION D is completed by DoFT, so MoET officers should leave this section blank.

SECTION D. MINISTRY OF FINANCE AND ECONOMIC MANAGEMENT FINAL APPROVAL

IREASURY - ANAT YSIS AND APPROVAL SECTION

Expenditure Analvst for the Ministry of:
Reject/Approve-the-request
5 L b o

for virement for the following reasons: (Circle your Recommendations).

Expenditure Analvst
“Signature for approval onlv™: .. .ccicanaa...

(Note thar this Datre is the date when Treasury checks Smart Stream Report).

FIRFASURY - MANAGER EXPENDITURE ANATL VST

Comments:

Signature for APProval: o..eeiieiieiieiiaiiiaiisinicaacaacasenanes DAates. e ecccecnccnsesnnas L£+Stamp) ....

DIRECTOR GENERAL - (MINISTRY OF FINANCE AND ECONOMIC MANAGEMEN
Signature FOR APPROVAL ONL Y .o rrrrrserenacnnsssaasassssssssessacanannessesanses
E £ ) oo

(+Stamp)

BUDGET SECTION (MINISTRY OF FINANCE AND ECONOMIC MANAGEMENT)

Date Processed by Budget Section:
(+Stamp)

Budgef Section Officer Signattize .............couueeeeiiaiemianeaaeanennnn..
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3.6 Budget Advances

At times an activity may occur quicker than planned, requiring an advance.

This can be requested by an activity manager or sometimes is forecasted by the Budget
Analyst.

In these instances, a budget advance request form is used. A sample of the MoET budget
advance form is shown.

The MoET will draft a cover letter confirming the details of the budget advance. This must be
accompanied by an extract from the Smartstream, confirming availability to budget in the
relevant cost centres, that will be affected by the budget advance.

GOLVERNEMENT GOVERAENT e
DELAREPLELIQUE OF THEREPLALIC i =
TEVAUATC — OF VANUATU Main | utou| | Aotment | & I i
MINISTERE DEL'EDUCATIONETDE \@ MDNISTRY OF EDUCATION AND e e >
LAFORMATION Pt TRADTNG AnwalAmounts | Budget: R8I0
Sae Do Coure P 028 = Priee A Bag 18 S 56257483 |
Port Vila, Vamuatn Port Vi, Vaniamu
Tal: 2308/ 55300 Td: D309/ 35300
[ BUDGET ADVANCE REQUEST
2 Al 2022
Dorothy Ericsen
Director Finance & Treasury

BUDGET TO B2 ADVANCED [VUV]: | 126,647,557 VT
BENG | Tomeat the projected scholarship Dudget SHOMTaH 10 Sustain the current students onty. The toml

FOR | budget shortiall is 225,123,677 VT. Howaver, we will sdvance the payroll budget to current pariad
e vl i The current get in the

PSET Teachers cost ceolre is 56,267,483 VT and we will be advance the remaining of

Fiease acvance funda % r3bie dalow
. Description Chapter ead m'_’ il [
EY
H
3
x
s

PSET Taachers 2-38GA-MIEID-PAYR 14070372
PSET Tuachars ESGA-MEDFAR | 14070373
PSET Taachacs EEGAMEDPATR | 14070373
PSET Teachers. 2-BEGA-MEID-PAYR 21,105,652
PSET Teachers 2EsGA-MED-EAR | 119

Totad 126,647 557 VT

;Tgﬁi—#a‘pna&iaﬁi-\ali KB

=
J0EE0

)
}___nflw Plems ]m]m|m["£:.—|4-

Praase find

Your ttention to this request is very much spprecisted —-—WH"\‘"'W““ YTD Minoiol
sy 1T
Thank yeu for your understanding snc w ook forwrd 1 your prompl Mapend in sctoning this 2
' 3 a2y
S
Simcacely Yours, E 3
8
Berzmans L e

3.7 Carrying-over unexpended funds

If there is a budget surplus at the end of a year, the DG MoET may submit a request in the
approved form to the DF MFEM to carry over the budget surplus for expenditure in the next
financial year under section 37 of the PFEM Act.
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4. DEVELOPMENT FUND
4.1 Establishing a Project

When an MoET office in charge of an activity is aware of external funds available for use, that officer
must establish the project and ensure that is it appropriated within the GoV budget.

STEP 1: Identify the Activity

An activity manager must collect as much information as possible in relation to a project, noting in
particular:

(1) The purpose of the project

(ii) How the project links with MoET plans

(ili)  The funding agency

(iv)  The timing of the use of funds

(v) The amount of funds

(vi)  MoET’s investment/obligations in the project

For larger projects this will involve a longer period of communication and design. This information
is then used to fill the Project Proposal Form which is provided by the Policy & Planning Unit (PPU)
Project Section.

STEP 2: PPU Project Section Compliance Check

The completed application form is provided to the PPU Project Section for a compliance check. The
PPU Project Section will confirm that sections are filled correctly and may request the activity
manager to provide any additional information that needs to be supplied.

STEP 3: PPU Application Approval

Once the application is completed, the PPU Project Section look at the suitability of the project in
relation to other activities, policies and plans.

If the project meets the required objectives and standards then the project profile is finalized for
approval.

STEP 4: Director & Director General’s Approval

The activity manager must then take the application form to the Director of the Directorate in which
the project is to take place for approval. Once Director has approved this, then the form will need to
have the approval of the DG MoET.

STEP 5: DSPPAC Submission

Once the DG MoET has approved the project profile, it is then submitted to the Department of
Strategic Policy, Planning & Aid Coordination (DSPPAC) at the Prime Minister’s Office for
assessment.
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Here the project profile is again assessed against national policies and plans and official
approval for the project is given.

If this is during the budget preparation phase, the new project can be included in the
Development Budget for the following year.

If the new project is to begin in the current financial year, then a supplementary for the
Development Budget must be prepared and passed in Parliament.

DSPPAC issues a Government Investment Program (GIP) number to the project, which is then
supplied to MoET FinU.

STEP 6: Confirmation

FinU receives confirmation of funds transfer via the Reserve Bank of Vanuatu (RBV)
remittance advice or a bank transfer confirmation provided by donor. The FinU must make
sure all support documents such as, project profile, Memorandum of Understanding (MoU)
or Memorandum of Agreement (MoA) with donor partner, detailed budget breakdown (by
accounts) for the amount received and the bank remittance advice confirming that the money
has been paid to the Government Development Account, at the Reserve Bank of Vanuatu, are
in place before the “green form” is completed and processed.

It will be the responsibility of the activity manager to provide the support documents to the
FinU.

STEP 7: Complete Green Forms

The “green form” is developed by DSPPAC for all line ministries to complete to be able to
access the development fund. FinU completes the green form and a green form request letter
for DG MoET’s approval.

GOUVERNEMEN T | COVERNMENT

Di L RFFLBLICKE OF THE REPCITLIC
DE VANLATL OF VANUATL
MINISTERE DE L'EDUCATION ET DE MINISTRY OF EDUCATION AND
LA FORMATION ) TRAINING
BIRECTEUR GENERAL IMREECVOR GENERAL
Saz Do Consriam Pring (2% Peivate Mail Hag 026
Puet Vila, Vamess Pon V. Vaswss
Tel . 22509 T Z2He
Fam 129523 Fas ;285
tirow! - ereTamP R 20 Fervel : bercmssms e vy

Office of the Prime-Atinisers
Dear birs. Buk.
N i L urees

Finul siached is the Green Form for GIP aumber Z2A433-Show Grosnd Comesnnity
sehool Projecs lunded by the Govornmens of Jaoan.

The tunds were atneady mude avuilabic 1y the governmen: socount of te Reserve Basi
af Vanusea; merefars, thic ipplisinn will ensure the funds sre made svsilohle i e
povenament Gmandial sysiem b anjer u womemenor building of the cassroom for thee
menticasd schaal.

relevam 3 & Pros.

Thanik-yins in sdvsnseLar your prampt metion.
ZUCA
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STEP 8: Complete Value Added Tax (VAT) Exemption Letter

Once the green form is completed, a Value Added Tax (VAT) exemption request letter is
prepared. This will only apply to donors who have indicated this through the MOU/MOA
that the purchase of goods and services for this funding is exclusive of VAT.

All support documents are again enclosed and submitted to DG MoET for approval.
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STEP 9: Submission to DSPACC

Once DG has approved this, all documents are scanned for the FinU files and hard copies of
documents are submitted to DSPPAC office for endorsement. Once DSPPAC office informs
that approval has been granted and a new GIP number is given, DSPPAC will prepare the
submission of green form to the Department of Finance & Treasury (DoFT) and VAT
exemption request to the VAT office, with the Department of Customs & Inland Revenue.

STEP 10: Confirmation by DoFT

The FinU will follow up with DoFT to confirm that the project funds have been credited on
the finance system, Smartstream, and is accessible by activity managers to implement the
activity.

At the same time, the FinU will also follow up with the VAT Office for the issuance of the
current year’s VAT certificate, then inform activity managers accordingly. This process is
followed each year for all ongoing or new project activities.

4.2 Project Implementation
Once funds are accessible on the finance system, the activity manager can implement activities
as detailed within the project profile and according to the agreed timeframe.

Reports are provided regularly to donor partners to keep them informed of the progress of
the project.

If there are any variations to the project, this will be done with approval from both the donor
partner and the DG MoET.

4.3 Project Completion

At the end of the project, a project completion report will need to be prepared.

STEP 1: Remaining Project Funds & Funding Agency Bank Details

Once all project activities are confirmed to be completed, any remaining project fund will be
returned to the donor. Unless the donor approves for funding to be used for other project
activities, then this will be formally communicated to the Ministry, before funds can be
expended.

The donor funding the project will provide the bank details for the payment of any remaining
project funds to be paid to.

STEP 2: LPO Raised for Balance

A LPOis raised for the remaining funds and the amounts transferred to the funding agency’s
nominated account, whether to a local bank account or to a foreign bank account.
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STEP 3: Final Financial Report & Closure of Project

The PPU has the responsibility to coordinate the closure of project activities by completing the
Project Completion Report. This will include an extract of the final financial statements for
the duration of a project, from Smartstream.

The Project Completion Report will be submitted to DSSPAC, who will then inform DoFT of project
completion. DoFT will be responsible to close off project accounts from SMART STREAM.

Extract of a Project Completion Report

Government of the
Bepublic of Vanuatu

Project Completion feport

[Explanation: The purpose of this report is to ingicate 1o the Vanuaty Government and 1o
The tonor how the project was impiemenled and what the restls Inat he projedt achieved
ae.  This document serves to justy to the donot how the money has been used and
how it participated o e achievement of the obpecive indicated in the project prolie.

‘The budge! Information section Is essental and showid be fied carefuly, Al

arelo be accompaned by ustying ces, compieled LPO's) addng 1p o
he money spent.
Comect and compiete filing of the compietion feport is IMPERATIVE {f you are expecting
20dional tundmg from donors
Conpieton repor st e rogres and changes § T Actvites effectvely implamented and Restsls obtaned (S5CNDE Wi nuMmpers and
Profle. I e space fs not SN, Use More biank paper, Allach 2l documents quaies f possbe)?
pictures of reports showing te achievements of the project
Project Tite; Project Number:
=TT Y
Was the Qujective Achieved?
Gontact Person: Amount Received in Vatu:
Date of Funds Avallability:
Budget Line: n Yo opinion, are the results sustainable and what are the future actiities foreseen or
neged,
Expenditures (i in the table precisely)
+'_nu Agreed Bucget (Vatu) | Actusl Expenditure
Vany
| Saines and o
STEP 4: Inform Funding Agency pe e
Once DSPPAC and DoFT formally close off the projects on | =z
the system, they will be responsible to inform the MOET, Who | -sepesee s s srmesty scos e sgee sipeg o
will in turn, inform the funding agency of the formal | "=~ ™

cessation of the project.

Date Forwaroed 1o Donde
Signature of Sengr AaEal Date:
‘Sigrature of Drecior rDa?
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5. Procurement

For all procurement at the office or in schools, PSET institutions and statutory bodies that
exceeds VUV 1,000,000, the services of the MoET Procurement Unit is used, and all procedures
outlined in the GCT Regulations Order and MoET Procurement Manual will apply. For any
procurement that is VUV 10,000,000 or above, the services of the Central Tender Board (CTB)
is used, and all procedures outlined in the current Government Contracts and Tenders Act
(GCTA) and GCT Regulation Order (TRO) will be applied.

High Value Procurement (GCTRO Part 1(2))

For high level procurement, the threshold is at least 10 million vatu. The Central Tender Board
will appoint members of the evaluation committee.

Low Value Procurement (GCTRO Part 1(2))

Low Value Procurement is a Government Contract with a value of less than 10 million vatu.
This includes three categories below:

i.  Low value government contract (Category A) means a Government Contract with a
value of 1 million and above, but less than 10 million vatu; Again, the Central Tender
Board will appoint members of the evaluation committee.

ii. Low value government contract (Category B) means a Government Contract with a
value of over 100,000 vatu, but less than 1 million vatu. Members of the evaluation
committee are nominated within the Ministry.

iii. =~ Low value government contract (Category C) means a Government Contract with a
value of less than 100,000 vatu. Members of the evaluation committee are nominated
within the Ministry.

5.1 Planned Procurement

STEP 1: Planning

Each activity managers in MoET, school, PSET institution or MoET statutory body need to
prepare an annual plan and annual budget. This budget will include the procurement of large
items (goods or services) and an estimate is made of these items.

STEP 2: Letter from the Procurement Unit

In January of each year, the Procurement Unit sends a letter to each school, institution,
statutory body, provincial education office and each activity manager in MoET, requesting
information on procurements that are planned through the year which will require the
assistance of the Procurement Unit.

STEP 3: Preparation of the Annual Procurement Plan

These are collated by the Procurement Unit and put into an Annual Procurement Plan, which
will be approved by the Director General.
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STEP 4: Finance Unit Analysis

The FinU reviews the items for procurement and confirms they are budgeted for.

STEP 5: Confirmation to Start Procurement Process for a Good or Service

Once the procurement plan is approved, each Director can prepare a letter to the Procurement Unit
to confirm the beginning of the procurement process for a particular good or service to be provided.
Procurement over 1 million vatu and less than 10 million vatu must have the approval of the Senior
Management Team, MoET, unless it is a normal operational activity.

This can be provided at the start of the year by each Director.

STEP 6: Procurement

Procurements occur in accordance with the schedule in the Annual Procurement Plan and in
accordance with procedures outlined in the ‘"MoET Procurement Guidelines’ and MFEM GCT Regulation.

GCT Regulation Division 3, subsection (35)(1) states that the Ministry must have sufficient funds to
meet the requirements of the proposed contract. In addition, quotations will be requested from
suppliers who have the capacity to supply the goods or services, or to execute the public works.

The activity manager or the Director implementing the activity will be part of the procurement
assessment panel to select the best supplier who will meet the eligibility criteria to supply the good
or service.

The confirmation of panel members and decision of the panel must be based on merit, and their
assessment must be enclosed with the payment request. The activity manager or Director may
formally nominate a representative to be part of the assessment panel. A person must not be
nominated as a member of the evaluation committee if the person has an actual, potential or perceived
conflict of interest in relation to the tender GCTRO 16(5).

A contract will be awarded to the successful bidder within 5 days after the evaluation committee has
confirmed its recommendation. In the case where a contract is necessary to be developed between
MOET and the supplier, the activity manager or Director concerned will be the contract manager. A
contract is developed following the decision of the evaluation panel and signed by the Director
General.

Note that CTB requirement for low value or high value government contract must be followed.

STEP 7: Receipt of Goods

Procurement is complete once goods or services are received by the MoET activity manager, school,
PSET institution or statutory body. The activity manager or Director must inform the Procurement
Unit of the time the goods/services were received and that these matched the description in the LPO.

5.2Unplanned Procurement
Procurement that falls outside of the Annual Procurement Plan is deemed ‘Unplanned’. Unplanned
procurement proceeds in accordance with the procedures outlined earlier.
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6. PAYMENT

Making a Payment
When a MoET officer requires a good or service, a process needs to be followed:

STEP 1: Identify a Need

First an MoET officer needs to determine if the good or service they require is needed to undertake
their work and fulfil their operational plans.

Assets, such as mobile phones, internet devices or related devices, are not encouraged to be procured
for staff, unless it is clearly stated in the Public Service Staff Manual, a staff contract, or in the Official
Salaries Act, that it is a staff entitlement.

Similarly, with staff uniform, which may be inclusive of shirts, skirts, dresses, shoes, ties and formal
suits, will only be purchased if clearly stated in the Public Service Staff Manual, a staff contract, or in
the Official Salaries Act, that it is a staff entitlement,

The MoET senior management team, comprising DG and Directors, may set limitations on purchasing
of certain goods and services. But this must also be a minuted SMT decision enclosed.

Process in Response to an Emergency

During an emergency period, approval of expenditure will be directed through the MoET Emergency
Operations Centre (EoCs), which will be aligned with the EoCs early response and recovery plan.
The decision taken must be minuted and enclosed with the payment request.

During the response period, payments from 10 million vatu, must have the approval of the National
Disaster & Management Office Recovery Committee, as outlined in the CTB legislation, prior to any
payment being raised. Minuted approval of the NDMO Recovery Committee must be enclosed.

Similiarly in the recovery period, payments must have the approval of the National Recovery
Committee.

STEP 2: Line Manager Approval

The MoET officer must determine an estimate of the cost and approach their line manager for
approval.

This cost can be estimated through sourcing quotes, looking at similar past procurements or making
a professional estimate (for larger, complex procurement).

If the amount is between 1 million and 10 million then three quotes can be sought.
Line Managers need to determine that:
(1) The procurement is needed

(2) There is sufficient budget

The Line Manager then prepares a “Purchase Order Approval Form”.
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Purchase Order Avproval Form
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If the request is for domestic travel, the request must be accompanied by a Domestic Travel
Approval Form.
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STEP 3: Administration & Asset Management Unit Approval & ICT Approval

If the procurement is related to asset purchases, maintenance/construction or ICT materials &
equipment, approval from the Administration & Asset Management Unit (AAMU) and IT Unit must
be granted. There is a section of the Purchase Order Approval Form which needs to be filled in.

The Purchase Order Approval Form is then taken to the Line Manager’s Director or PEO for approval.

If the procurement is not related to assets, maintenance/construction or ICT then it may be taken
directly to the Director or PEO for approval.

STEP 4: Director or Provincial PEOQ’s Approval

The Purchase Order Approval Form (and if required the Domestic Travel Approval Form) is then
taken to the Director of the Directorate or Provincial PEO from where the request is being made.

The Director, or one with delegated authority from the Director General, may approve or not approve
the procurement.

If the Director, or one with delegated authority from the Director General, is unavailable then the
Director General is able to approve the procurement.

STEP 5: Procurement Unit

If the procurement is VT 1,000,000 or greater, it must be forwarded to the MoET Procurement Unit
who will administer the procurement as outlined in the MoET Procurement Manual. For any
procurement that is VUV 10,000,000 or above, the services of the Central Tender Board (CTB) is used,
and all procedures outlined in the current Government Contracts and Tenders Act (GCTA) and Tenders
Regulation Order (TRO) will be applied.

The FinU will be required to provide confirmation on the available budget for the activity. The
procurement must be made within the available budget and agreed by the evaluation panel members.

The activity manager or the Director implementing the activity will be part of the procurement assessment
panel to select the best supplier who will meet the eligibility criteria to supply the good or service. The
confirmation of panel members and decision of the panel must be based on merit, and their assessment must
be enclosed with the payment request. The activity manager or Director may formally nominate a
representative to be part of the assessment panel.

Split contracting can be approved by the head of an agency, GCT RO Part 1(3)(2). Staff are encouraged
to process payment requests to the Procurement Unit if the total worth of goods or services exceeds
1 million vatu. This will enable suppliers to competitively bid to provide goods or services with value
for money. Staff must avoid requesting supplier to amend the quotation and/or invoice so that the
value does not exceed 1 million vatu. This ensures transparency and improved accountability in
procuring goods or services for the Ministry.

In the case where a contract is necessary to be developed between MoET and the supplier, the activity
manager or Director concerned will be the contract manager. A contract is developed following the
decision of the evaluation panel and signed by the Director General.
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If a procurement is unplanned, a formal confirmation must be received by the Director or Director
General who will finance the activity, to confirm that an activity within his/her Directorate will be
foregone, in order to finance the unplanned activity. Reasons must be stated on why the unplanned
activity is to be funded, and prioritized over a budgeted activity. All support documents stated above
must be attached.

If amount is VT 1,000,000 or greater and the nature of the procurement precludes normal procurement
(e.g. the payment of bills) the Purchase Order Approval Form is taken to the FinU for confirmation.

This is discussed in more detail in the Procurment section.

STEP 6: Raising a Local Purchase Order

Once the Director or Provincial PEO has approved the Purchase Order Approval Form and, if
required, the Procurement Unit has completed the tender process, a Local Purchase Order (LPO) is
raised.

To do this this Purchase Order Approval Form is delivered to the FinU or Provincial Finance Officer
(PFO) who review the support documents to ensure all the proper steps have been taken and the
correct approvals sought.

Once the form has passed the review an LPO is prepared using the FMIS.

GOVERNMENT OF THE REPUBLIC OF VANUATU onioma Forsugoinric PaGE PO, No.
GOUVERNMENT DE LA REPUBLIQUE DE VANUATU  som=er= 1 820-006338
= T D mmm
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e TR
TECHROLOGY(SPIM) i & Ao
PO [PMBAG 38
Por Vi
Requimd | Vi || VendoriD Payment Terms —
::::: “;wm i :::aég_sm Paymest 30 Cays sher ewvice dute
Lme Description of goods or services Quanty UnkPrice | Toml Castvuv
Description des fournitures ou services: Guannie Prix Unftairs. i Cout TatslVLV
The  authorized T e e e f 1 senm e,
officer as 7 [VATY Unrauts Undi Provect Netwror - _—
designated by the P { Tﬁ
i TOTAL COSTVWV |
DG must sign TOTAL en VUV |
here. Purchasing
S | O i | officer must sign
Once signed, the Purcases Crow o1 poes i | S—— e here or goods or
purchase  order " - IS services will not
must be stamped. s e F’m S be paid.
oo [y 4 oty R
Sqraare . M o
|
N V4441 WD Ot o Samp it

Support documents may include, but are not limited to the following: Director or Director General’s
approval to procure goods and/or services, CTB approval for payments over 10 million vatu,
evaluation report from panel, confirmation of funding by either FinU or DoFT, details of payment of
services, contract with supplier. For final payment of contracts, confirmation of goods and/or services
satisfactorily received, delivery dockets and completion reports.

Note: All payments from the PEB account will follow the same process. Staff refund will be paid by
LPO or via payroll.
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STEP 7: Director or Provincial PEO’s Approval

When the FinU has prepared the LPO, it is delivered to the Director in charge of the
Directorate where the procurement is taking place. In the case of the Provincial Education
Office, the PFO will prepare the LPO and will deliver to the Provincial PEO who will be
responsible to sign off on the LPOs.

The FinU delivers all printed LPOs to each Director for signature. PEO Finance also has
delegated authority for all divisions and is able to sign in the absence of any given Director.

It is this signature that is the final approval to commit public funds for expenditure.

STEP 8: Acquiring Goods or Services

Once the LPO has been signed by the Director or Provincial PEO the goods or services may
be acquired by the officer involved in the procurement.

The purchasing officer takes the LPO to the supplier and receives the good/service. This
officer must fill out the section of the LPO which confirms that the goods or services have been
satisfactorily received.

If an asset has been purchased, an Asset Entry Form needs to be completed so that the asset
details can be entered into the asset registry on the FMIS.

CONETOWERIT CY VarS 11, AT EMTRTFORM

Everything in the
lower half of the
farm is optional
except the
responsible officer
field, but fill out as
much as you can!

STEP 9: Payment

Once the goods or services have been received then the MoET will either deliver the LPO to
the supplier to attach an inovice and submit to DoFT for payment, or MoET, upon receiving
invoice, will submit direct to DoFT for payment.

The MoET FinU or PFO must check to confirm the LPO has been delivered and payment made
to supplier.

This can be done on a periodic basis and any overdue LPOs need to be listed and if necessary
investigated to determine the reason for non-delivery and payment.
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If a supplier does not exist on the Finance system then a Vendor Direct Deposit Form is filled,
stamped and submitted to DoFT. DoFT now requires suppliers to complete the form with
their bank details so that payments can be made direct to their bank account, rather than
printing cheques for suppliers to collect. This will also apply to staff who will require to apply
for an accountable or standing imprest, subsistence allowance or any other payment which
will require a vendor code to be created so that payment can be raised to the staff.

Support documents for suppliers to attach include a valid business license and bank
confirmation letter confirmation bank details for supplier. For staff, this will include staff
identification card, preferably the national identification card or VNPF identification card and
bank confirmation letter confirming bank details for a staff.

Sample of Vendor Direct Deposit Form

GOUVERNEMENT DE LA REPUDLIQUE DE COVERNMENT OF THE REPUTILIC OF
VANUATU VANFATU
MINISTERE DES FINANCES ET DE LA GESTION MINISTRY OF FINANCE AND ECONOMIC
ECONOMIGUE MANAGEMENT

{MFEM]
(MFGE)

DEPARTMENT 0OF FINANCE AND

SERVICE DES FINANCES £T TRESORIE
: FRE4STURY

Rezde masiser, Premies of Deaasme Empes.

Hicoment da MFGE Grewed, Firss wnd Secvad Floor,

Sav Poval Keseevee v03 1, Port Vite, VANUATI MWFEM Busldivg
Fed (878 24845 Fux: (7% 26583 Provase Mait Bag %031, Port Vila, VANUATI
Tid: (67N} 248053 Faxz /6785 25533
'VENDOR DIRECT DEPOSIT FORM

O wew OO Amendment
O Name:
Contact Details.
Postal Address:
Email Address:
Phone Number:
Fax Number:

Purchasung: Wiil the vendor be used for LPOs YIN

Business License No.: —_—  CTNou:
Banking Details

Country if not Vanuatu:

Select Bank Account: [0 Deposit O investment [0 Savings

Bank Address:

Authorised Cheque Collector for ad-hoc cheque

i hereby agree that Government payments are deposited difactly into my bank account in accordance with the
details provided above.

All ¢ de shouid be addr, d to the Director, Department of Finance ond Treasury.

At times a supplier may wish to cash their cheque, particularly if for some reason they do not
have a bank account.
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To do this they must complete a Request Note to Cash My Cheque Form and cash their cheque at the
Reserve Bank of Vanuatu.

A copy of a photo
ID must be included

The DG needs to
approve the request

A supplier may at times wish for another person to collect their cheque for them and to cash it. For

this an Authorisation Note to Cash Cheque on My Behalf Form is completed and then the authorised
person can cash their cheque at the Reserve Bank of Vanuatu.

Also include a

- photo ID of the
persan for whom
the cheque is
made out

Make sure a copy of
photo ID of the
person collecting the
cheque is included
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Payments Overseas

Payments in overseas currency must be processed in the same way as payments in vatu,
except for the following procedures:
(a) Enter the foreign currency amount on the voucher;
(b) Attach the currency convertor to confirm vatu amount when raising the LPO;
(c) Note on the voucher whether the payment is to be by bank draft or telegraphic
transfer;
(d) Raise the LPO and send it to DoFT for processing;

(¢) DoFT will send swift confirmation that payment has been made to the supplier’s
bank account.

7. Imprests / Cash Advance

The FinU assists the DG to ensure that adequate financial controls are in place for any imprests or
cash advance as outlined in Part 6 of the PFEM RO. The management of imprests has been identified
as an area of risk by internal and external auditors. MoET staff needs clear guidance to prevent
mismanagement of funds or fraud.

Responsibilities of the Imprest Holder

» Imprest holder must sign the approved form for imprest holders, and follow the requirements
for accounting for an imprest.

» Imprest holder must ensure that the imprest is used only for the purpose for which the imprest
is issued.

» Imprest holder must take all reasonable precautions against the loss or theft of cash held on
the imprest.

» An imprest must not be transferred or lent by the holder to another person unless approved
by the Director of Finance.

» An imprest must be acquitted to the FinU or PFO, within 10 working days after the end of the
official activity.

7.1  Types of Imprest

MOoET operates two types of imprest:

Standing imprest which is to be used for petty cash purposes for purchases of a small amount which
may be replenished from time to time as required; and

Special imprest which is to be advanced for a specific purpose and must be accounted for in full
within a fixed period, and includes advances for:

(i) Official travel (international or local); and

(if) Workshops; and

(iif) Special projects or activities approved by the respective Principal Education Officers (PEOs),
Directors or the Director General.
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7.2 Standing Imprest or Petty Cash

The procedure for the standing imprest aims to ensure that:
» There is an accurate account of all expenditure;
» Control is maintained over both the nature and level of expenditure; and
» Secure measures are in place to minimize the potential for fraud/misuse of funds.

Definitions

Petty Cash Float: An amount of money given to a petty cash holder at the beginning of a
period to enable staff to make payments;

Imprest System: A system that allows that money held in the petty cash float to be restored
to the original amount when the cash float is low;

Standing Imprest or Petty Cash holder: Person responsible and accountable for maintaining
the standing imprest system.

Conditions for the Use of Standing Imprest

>

>

The standing imprest must be used exclusively for expenditure directly related to the
requesting department business;

Usually these funds are used for urgent and small cash payments for specific small
purchases, up to 5,000 vatu;

Expenditure claims should always be authorized by, at least, a Principal Education
Officer (PEO) or an Activity Manager (AM);

Examples of authorized expenditure include postage, small items of stationary, parts
for urgent repairs or maintenance;

Expenses that are not permitted in a standing imprest include personnel expenses,
payment of travel expenses or advances to employees, wages, and reimbursement of
fuel, goods or services already contracted to regular suppliers;

Storage/Security of Cash and Cheques within Departments

>

>

The nominated staff to manage the standing imprest is responsible for ensuring that
cash, cheques and receipts are kept secure until they are retired/acquitted to the FinU.
In the event of cash, cheques or receipts being lost, missing, or stolen, staff responsible
to manage the standing imprest must notify immediately the PEO FinU or PEO IAU.
If cash, cheques, or receipts are lost, missing or stolen and cannot be verified, then the
staff responsible for the standing imprest will be liable to reimburse the petty cash
float.

A transfer of a standing imprest holder is not allowed. The responsible officer will
need to retire/acquit the current standing imprest before a new standing imprest can
be issued to another officer. Respective Directors or the Director General will need to
confirm and approve, in writing, the issue of a new standing imprest to another officer
within the respective directorate.
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Independent Checks

> Internal Audit can carry out random independent checks to the standing imprest which will
include checking balances, receipts and use of the imprest;
» Atany one time, the sum of cash and acquittals should correspond to the cash float.

Departments Request for a petty cash float

» Requests for a standing imprest, or increase to the float must be made in writing by the Director,
clearly stating the amount required;
» No cash float will be higher than 100,000 vatu per standing imprest.

Replenishment of the petty cash float

» Atthe central level, a copy of the complete imprest form and all accompanied receipts should
be passed to the FInU when the petty cash float is low to replenish the float to the agreed limit.

> At the provincial level, a copy of the complete imprest form and all accompanied receipts
should be passed to the Provincial Finance Officer to replenish the float to the agreed limit.

7.3 SPECIAL IMPREST or CASH ADVANCES

Imprest Eligibility Criteria
» No previous imprest is outstanding in the name of the requester.
> Imprest applicant must be a permanent employee. Contracted or temporary staff must be

approved by the Director concerned, as their employability is short term.
> Imprest applicant must not have ongoing deductions because of an outstanding imprest
which applicant failed to retire within the given time.
Requester cannot use another staff to apply for an imprest on their behalf to access funds.
Activity Manager or a PEO and a Director must approve any advance.
> The limit for overseas travel is 2 million vatu and local travel is 1 million vatu, or such higher
amounts as are approved by the Director of Finance. Amounts may vary, as determined by
DoFT.

vV VY

Imprest Application Process

Step 1 Applying for an Imprest

» Allimprest holders must read the Agreement on the Conditions of the Advance before they are to
sign the imprest application form.

> After reading the Agreement on the Conditions of the Advance the Applicant and Director or
Director General will sign the imprest application form.
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Step 2 Attach all Support Documents to Imprest Application

» Attach a cover letter.
> Attach copy of an extract of annual plan or project profile that mentions the plan of the activity /
travel;
o Incase of an activity not mentioned in the annual action plan, a plan of the activity, with
the detail of the beneficiaries of the activity and expected outcomes.

ot £ B Indivectiv]/Bansficisriss:

How doas the Broigct/Acsivite ft in with She Soonsormne Deo. s Plansl

T cartifi thar I have checked the pr fviny proo l, el coe othar supporting Ao
rhis profecriacriviny. I oo sarisfled thar 11 will e & 2 ! o zhe A o amd will cormrrifene ro achleving :Jw
OBfECTIVES OF The Adfntsorn.

Name of Direcror/Director
- of £ D L

(=21 1]

»> Fortravelling, enclose:
o Approved mission form signed by the Director, Director General or Minister for domestic
travelling; or approved mission form signed by the Director, Director General, Minister, and |
Prime Minister’s Office for international travelling;

Cover letter confirming official visit;
o Confirmed itinerary of proposed travel;
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Confirmed number of persons involved in the activity;
Details of payments to be paid from the imprest;
Invitation to attend workshop or conference or meeting;
Program of workshop, conference, or meeting; and

c O O O ©O

Confirmation on whether a different agency or government will be funding the activity.

> Submit to respective PEO or AM or at Provincial Office, to Provincial Finance Officer (PFO).

> PEO or AM, and at Provincial Office PFO should make internal checks to ensure all relevant
documents attached.

Step 3 Approval for Imprest

» PEO orAMget approval from Director to raise a Local Purchase Order (LPO) for the cash advance;

» Atthe provincial level, the PFO will get approval from PEO to raise a cheque for the cash advance.

Step 4 Payment of Imprest Q

Once the LPO has been paid, the applicant must make sure that they have access to the following:
» Achequeto cash;

» AMoETreceiptbook, either a General Receipt Book or a Transport Receipt Book. AllMoET receipt
books should be accounted for;

MINISTRY OF EDUCATION & TRAINING ﬁ.j.‘.) At MESTREOPENGITIONS TRANN &)
AES a9 Fanga\
- GENERAL RECEIPT JANAN i TRANSPORT RECEIFT =
47282 - Ml
Date - Date .
Received cash from 5 2 , Received cash from
The sum of
The sum of
vatu
vatu
Being for
Being for
From
To
Yatu b
si Signature
Name of Driver/Captain
Name of X
Individual / Business Transport Numer Plate
Contact of
Individual / Business DriveriCaptain Phone Contact

Allocation of Receipts:

White — Enclose with imprest acquittal.

Blue — Copy for supplier or customer who has provided goods and/or services.
Yellow — Retaining in the receipt book for audit purposes.
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> Reference to the template to report the acquittals in digital format. This must be completed by
the imprest holder.

5] IMAPREST Of CASH ADVANCE ACQUTTAL FORM
MBASTRY OF EDUCATION AND TRAINING
DIWISION OF ADMINISTRATION AND FINANCE
FINANCE Uit

Nature of Tour/Vine
Diace of Tour Vi

- o the swpwnees, —

Imorest Raterence
Neme

il s

| rormien

|
|
|
i
|
i
|
|

Totad Bampls

Yotal ol 5]

> Reference to the template to report the achievements/outcomes of the activity/trip in digital
format. In addition, a detailed report of the trip must also be enclosed. Thiswill include purpose,
objectives, outcomes, recommendation and conclusion of the activity/trip.

IMPREST Ad PROJ 4
Name of Project/Activity:
Key Performance
Mo, Kev Acvivitw Status/Key Outputs Nexy Steps Challengey/Risks &

Responses

MNore;
The following are extracted stroight from the Business Plon / Annuo! Work Plan, os your imprest should be aligned with your pion for the yeor:
1. Nome of Project / Activity
2. Key Performance Indicoror
2. Key Activity
4. Sratus /Key Outputs
thot staff o after corrying out octivity ore:

b

Next Steps
2. Choilenges / Risks & Responses

7.4. Imprest Retirement Process

Step 1 Acquittal of Imprest

» Imprest must be acquitted 10 working days after the end of the activity, that the imprest was
advanced for.
» Imprest holder needs to collate all receipts and acquittals.

o Receipts from suppliers are preferable with the following details: date, receipt no., details for
expenses, supplier name and phone contact. For suppliers receipts that are printed
electronically, imprest holder must write the details next to the receipt so that it can be
verified at a later date, as the receipts tend to fade over time.

o Allreceipts must be neatly collated in date order.

o For those that have travelled, boarding passes, or provincial tax to confirm that travel did
occeur.

o For workshops or trainings, completed attendance sheet for those that attended the
workshop.
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o For subsistence allowance that was paid, completed and signed DSA form approving staff
travel.
o Other necessary documents as requested by the FinU.

» Complete the imprest acquittal form.

» At the central level, the imprest holder needs to return the cash not spent to the Government
Cashier at the DoFT by detailing the reference of imprest.

» At the provincial level, the imprest holder needs to return the cash not spent to the Financial
Services Bureau (FSB), representing the DoFT.

> Receipt for cash not spent must be received by the imprest holder, either from the cashier at
DoFT, or the FSB.

» Officers will be required to submit to the PEO (at the provincial level), Activity Managers or
Directors (for individual officers of each Division at the central level) or Director General (for
Directors & Managers of the DGs Office & Cabinet staff) to endorse:

o The printed report of the acquittals, including receipts of the activity/trip;
o The printed report of the achievements/ outcomes of the activity / trip.

Step 2 Verification of Imprest Acquittal by FinU

After endorsement by the PEOs, Activity Managers, Directors or Director General, the imprest holder,
hands over the remaining MoET receipt books not used and the referred documentation to be verified by
the Finance Unit centrally and by the PFO in the Provinces.

Once all verification complete, in the Provinces, PFO sign off on the imprest acquittal form. Centrally
PEO Finance signs off on the imprest acquittal form. Imprest acquittal forms are forwarded to Director
Administration & Finance centrally and PEO in the provinces for their approval.

MINISTRY OF EDUCATION AND TRAINING
| DIVISION OF ADMINISTRATION AND FINAN
| FINANCE UNIT

{Imprest Reference

N [ i |
| Chapter Head

i EXPENMDITURE

| DESCRIPFTION OF ACTIVITY et AMOUNT (in vatu)

I TOTAL EXPENSES [1]

[lmprest Ad: d T
| Bnprarat Esprmncsa-c 1
[Amount refunded via Dot cashier. receipt ® 1]

n.pm of Frio/ Workshop/Purpose of Imprest received P

. Paase tox: ves O3 nold a3
éca—-r:u' T it >

| Piaase sk Yeu O3 Mo O wald
| Refund LPO Roizea ro Imprasr Holoers

| Piaczy rice: ves O3 ~ald LV = |
{Prepared by:

i FINANCE OFFICER
{Date

| Checked by:
¢ PRINCIPAL FINANCE OF FICER
|Date

| Approved by: — e
3 DIRECTOR ADMINISTRATION & FINANCE
Dace

| Verified by:
i DOFT OFFICER
|Date

Step 3 Prepare Journals to Correct Expenditure Incurred

PFO and Accounts Clerk must prepare journals to correct the expenditure incurred while using the
imprest. This will properly record the accounts that were expensed.
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Step 4 Submission of Imprest Acquittal to DoFT

PFO and Accounts Clerk updates the Imprest Register, scans the originals of the imprest acquittal,
including all support documents, and submits the originals of the documentation to DoFT.

Copies are uploaded to FinU share drive.

7.5. Checks and balances of Imprests

Activity Managers or PEOs will be responsible to analyse and approve the achievements/outcome report
against respective Unit’s annual work plan.

The FinU and the PFOs in the Provincial Offices will be responsible to select a sample of at least 50% of
each of the acquittals and contact suppliers to confirm expenditure.

7.6. Overall Reporting

The FinU and the PFO must maintain a full record of all imprest, amounts and expected dates for
retirement.

FinU will prepare adhoc report of all imprests not acquitted, with reference to the imprest holders,

departments amount, expected date to retire, number of days lapsed from the date mentioned. The
PFOs will be responsible to prepare the same report and submit to PEO Finance and respective PEOs.

7.7 Control of MoET Receipt Books

The FinU or PFO is responsible to ensure that there is a reasonable stock of receipts books available to
staff.

Returned receipt books will be kept with the FinU or PFO;

FinU or PFO will maintain a record in the “Receipt book Registry” confirming receipt books that are in
possession of imprest holders and receipt books that have been returned.

7.8 Discipline
Staff that have not acquitted their imprest by the due date, will face the following actions:

Failure to return their imprest following the reminder, will lead to a Director or Director General to
proceed with instructions to the Director of Finance & Treasury to deduct a staff salary to recover the
total amount of imprest. No advance warnings will need to be given to staff.

In addition, failure to return their imprest following the reminder, the Director General will proceed with
instructions to PSC on disciplinary action to be taken on staff, for deliberate misuse of public funds.
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8. Human Resources

The management of human resource personnel entitliement is done in accordance with Part 7
of the PFEM RO. The Director of Finance is responsible for the government payroll system
which is managed on Smartstream.

8.1 Annual Processes
As soon as the budget is appropriated by Parliament, the DG writes a letter to the Director of
Finance MFEM delegating authority for the payment of payroll, as adjusted from time to time
upon advice from MoET.

8.2 Filling a Non-Teacher Vacancy
If there is a non-teacher vacancy in the establishment, the division responsible may seek to
have the position filled.

STEP 1: Identification of a Vacancy

The responsible Director informs MoET Human Resources (HR) of a vacancy that is required
to be filled.

STEP 2: Confirm Budget

If approval is given, HR requests the FinU to prepare a Financial Visa, which is a confirmation
that there is sufficient budget for the position. The form is signed off by the Director concerned
and the DG.

Department Of Finance and Economic Management

Fin al 2 \Vhrmlkbqnmu’sphnhmwfmmanhm raitment
ancial Visa Request Form and { or redundsacy for the remaiader of the vear? ""
TAllal r e ey
The foliowing information must accompany all requests for a Financial Visa 1o the Mwi@«.muh sl T Py |
L of Finance and ic M: This form must be completed i
mmmm}gxwm‘mmmmsﬁmsdum

w::ﬁmmmmmwmmfmrmuv»mb 3. What is the total cost of the Department's plans s outlined in guestion 2
Y 28t 55 e toty am &3 catiised In question 27
consi | The Total cost of the department's plans for these positions total up o: 14,970,328
;Lr.Rdsmm(m&ofﬁumlﬂubhhaum.inp-gﬂ.

4. What is the total Departmentsl Budget for salary and and other
¥ Chapter Heads under abave d dating the Bud allawances (i » oA ol

Ministry: _Education & Training_ Department: _828

Vacancies | Total Payroll Budget for the cost centre is: 54,636,712 VT. Refer 1o column 2 of the
{_sccond wbie, beneath, in page 1. !
Vacancies Per Cort Centre. —. Count of Post Payroll Cost
_52- K28 MEIA-PAYR 2 aomom . M there is an increase in costs ussociated with this request for a Financial
3206~ SEO + Accountant 1 2,420,656 Visa, how are these costs to be met?
3208 Accounts Clerk (Contract] 3 1.557,3%6
=2-BIAC- MEIA- PAYR a4 7836 | The cost will have to be met within cach Departments Recurrent Budgee.
3713 Assetand Registry Officer 1 167248 .
3219- Driver/Messenger (Contract) 1 1,557,556
3221 - Architect 1 1 2ue3m
3222 Architect 1 1 2msam
=2- E2AD - MEIA - PAYR 1 used
3226~ IT Manager. 1 318628
Grand Total T wsmIs

Purpose of request: _Ta request the financia! visa for the vacant Budgeted Positions
hmmmmmmmm-mmimm&mnmbqu.
This financial visa is important to ensure these 7 vacant positions are filled 1o
implement the vear 2023 business plan, Find amached the details of the vacant post.

{Please explain briefly the particular type of cxpenditure(s} for which ihe Financial
Visa is beimg soughi)

1. What are the current salary and wage commitments and allowances for the

; Department? Please include al) allowances including housing allowances. A d 7 Not 4

| The Actual Payroll Expendiure for the cost centre under Deparmment B20 is (afler pay |
i period 2312): 16,273,501 VT. Refer to column 3 in the table beneath 1o see individual | Budget Manager, Si Date;
| chapter heads. {

(For Department of Finance use onfy;

i v | e i & BERERER Approved / Not Approved

Popiol Busge bt it ool ducgm bcazze S ezt | e pacipetsufionar? Director Finance, Signai Date:
‘Erpendinre Smef |

L4 forasted  Extimated i

Doagier Head. Remainiag Comrted Ted Y/l »
i .
Budpet smon Exp T Yrénd Remainiog — wu:’”" inistry informed on:
TRAE-NELMY BRGNS LANME ! KO 1 7 Il T N
| IERPR DSl 4RI VADES| MKOE L& ¢ TR 4ESIE Y
|-DA0-NEA-PAR GAKAS QESS RSNSS| M IS4 1 AmEM BR Vs

il SEm wmm wem| swss| wxw| 7 wsum| mm
1 —

N
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The following support documents must be enclosed with the Financial Visa:

(1) MOoET Organization structure;
(ii)  Job description for the position being advertised; and
(i)  Analysis of cost centre affected.

STEP 3: DoFT Confirmation

The Financial Visa is forwarded to DoFT who confirm budget availability.

Once confirmation is received from DoFT that the financial visa is approved, FinU will inform
HR. Once informed, HR will prepare a letter for the DG to the Public Service Commission
(PSC) to request approval for recruitment.

STEP 4: Director’s Approval to Recruit
PSC will inform HR on approval to advertise the position.

HR then requests the Director of the MoET Division responsible to sign payinent request to
advertise position.

STEP 5: Recruitment

Once advertised, HR will ensure that all relevant recruitment forms are prepared and
recruitment process begins. A panel will be nominated to review the applications and a
shortlist will be prepared for eligible candidates who meet the criteria. Shortlisted candidates
will be requested to attend an interview and the successful candidate, and another proposed
candidate will be confirmed after the interview.

Step 6: PSC Approval

HR will submit the confirmed candidate to the Public Service Commission for approval.
PSC will inform HR once approval is granted.

8.3 Filling Teacher Vacancies
Teachers are managed by the Teacher Services Commission (TSC).

STEP 1: ESD Advises TMU of Recruitment of Teacher

If a new teacher is entering the service, the Education Services Directorate (ESD) or Tertiary
Education Directorate (TED) provides the Teacher Management Unit (TMU), at the TSC, with
payroll information for the new teacher.

STEP 2: Confirm Budget

If approval is given, TMU requests the FinU to prepare a Financial Visa, which is a
confirmation that there is sufficient budget for the position (similar to the PSC process). The
form is signed off by the Director concerned, the Director Finance & Administration and the
DG, then submitted to the TSC for approval.
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STEP 3: TSC Approval and Advises DoFT of Changes

TSC approves the financial visa which is then provided to DoFT with the new payroll
information so the teacher can be added to the payroll.

STEP 4: Teacher Confirmation on Payroll

After the next payroll run from DoFT, TSC confirms the new teachers are in the system using
information available on SMART STREAM.

8.4 Additional Teachers and Non-Teaching Staff
Additional Teachers, or additional Non-Teaching staff that are outside of the existing
establishment require both approval and budget.

Permission is sought from the PSC via the MoET HR Unit, and for TSC via the ESD or TED.

If permission is granted, the new positions must be included in either a supplementary budget
or in the annual budget for the following year. In both cases the additional funds for the
position must be approved by parliament before recruitment can proceed.

8.5 Salary Adjustments
Staff salary may be adjusted during the year as confirmed by either TSC or PSC. In addition,
this may be done in accordance with Section 38 of the PFEM RO.

STEP 1: Payroll Adjustment Letter

For each payroll run adjustments may need to be made, allowances, new employees or other
adjustments such as penalties for non-imprest payment.

These adjustments are approved by PSC and administered by MoET HR for PSC employees
and approved by TSC and administered by the TSC TMU for teachers.

For Acting Allowances and Salary Advances, advice for payment comes directly from the
Director General or from the TSC.

The PSC, TSC and DG compile a Payroll Adjustment Letter which is sent to the FinU.

STEP 2: Finance Unit

The FinU checks the payroll adjustments against the budget to ensure that sufficient funds are
available.

Once confirmed, the letters are returned to the Director of Finance & Administration.

STEP 3: Director of Finance & Administration Approval

The Director of Finance & Administration receives the Payroll Adjustment Letters, confirms
they are correct, is within budget and approves the payroll adjustments.
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STEP 4: HR Unit Advice Preparation

The approved Payroll Adjustment Letters are then given to the Payroll Section who prepare
the advice for DoFT.

STEP 6: DoFT Advice

The MOET HR sends the payroll advise to the Payroll Section DoFT who then make the
adjustments for the upcoming payroll run.

STEP 7: Confirmation

Once payroll has been processed by DoFT, the payroll run is reviewed on SMART STREAM
by the MoET HR to confirm adjustments have been made and are correct.

8.6 Salary Deductions
From time to time it may be necessary to make deductions from salaries to reclaim funds.
The reasons for this may vary, however there are two categories.

(i) Reclaiming Unacquitted Imprest Amounts

When imprest holders sign for an imprest, it includes providing MoET the right to reduce
their salary for any unacquitted imprest amounts.

STEP 1: Determining the Amount

For any amounts more than 10 days overdue the FinU prepares advice for the Director of
Finance & Administration to approve deduction of salary for staff.

STEP 2: Director’s Approval

The Director of Finance & Administration either approves the deduction or addresses the
matter with the imprest holder.

STEP 3: DoFT Advice

Once approval for a deduction has been made, the FinU prepares advice for DoFT to deduct
the approved amount from the salary of the imprest holder.

STEP 4: Confirmation

Once payroll has been processed by DoFT, the payroll run is reviewed on SMART STREAM
by the FinU to confirm deductions have been made and are correct.

(i)  Reclaiming Other Amounts
For all other deductions, such as reclaiming unused allowances a different approach is used.
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STEP 1: Determining the Amount

The FinU prepares advice for the Director of Finance & Administration on any amounts to be
reclaimed.

STEP 2: Director’s Approval

The Director of Finance & Administration approves or disapproves of the amounts to be
deducted.

STEP 3: DoFT Advice

The approved amounts and details are provided to the Payroll Section who prepare the
deductions as part of the regular payroll advice provided to DoFT.

STEP 4: Confirmation

Once payroll has been processed by DoFT, the payroll run is reviewed on SMART STREAM
by the MoET HR and TSC TMU to confirm adjustments have been made and are correct.

8.7 Allowances
Allowances are administered by the MoET HR and TSC TMU require PSC/TSC approval.
These include:

Child Allowance

Housing Allowance

Additional Responsibility Allowance
Acting Allowance

Medical Refund

Home Island Refund

And other staff entitlement

e

STEP 1': Staff Application

An MOoET staff wishing to apply for an allowance makes a request to their immediate
manager, who passes the request to the MoET Director responsible.

PSC and TSC application forms are similar in nature and must be completed by a staff to be
able to receive the allowance.
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PSC FORM 4-8

CHILD ALLOWANCE CLAIM FORM

PSC FORM 4-8

BOCEMENTS REOUIRED:

Appiication wn s sppoiatment O AT Tane S G A M TS Pebeeline b L0t CHRILLY
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iz,
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ehild
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Fasear

PSC FORM 4-3

PSC FORM 42 -

STEP 2: Director’s Approval
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The MoET Director responsible for the Unit approves or does not approve the allowance.

STEP 3: MoET HR and TSC TMU Collates Requests

If the allowance is approved, it is taken to the MoET HR or TSC TMU who gather all
requests from different Divisions to submit to the PSC or TSC.

STEP 4: PSC/TSC Approval

PSC/TSC approve or does not approve the allowance.

STEP 5:

DoFT Adyvice

The approved amounts and details are provided to the Payroll Section who prepare the
deductions as part of the regular payroll advice provided to DoFT.
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STEP 6: Confirmation

Once payroll has been processed by DoFT, the payroll run is reviewed on SMART STREAM
by the MoET HR or TSC TMU to confirm adjustments have been made and are correct.

8.8 Severance

A staff is entitled to be paid a severance entitlement upon completion of employment with
TSC or PSC, after at least one year of service.

STEP 1: Line Manager informs MoET HRM or TSC TMU

The staff informs the MoET HRM or TSC TMU that he/she wishes to cease employment (as
undertaken in accordance with PSC Manual or Teaching Service Staff Rules (TSSR)).

STEP 2: PSC or TSC Approval

The MoET HR and TSC TMU prepares notification to inform PSC or TSC Board that staff
wishes to cease employment. PSC or TSC approval is received by MoET HR and TSC TMU
who will be responsible to prepare severance calculation according to PSC Manual or TSSR.

STEP 4: Finance Unit/Internal Audit Feedback

The MoET HR or TSC TMU advise the IAU and the FinU of the MoET officer's pending
disengagement.

The JAU and FinU inform HR regarding any outstandings. If there are funds owing, salary
deductions are made as per Section 38 of the PFEM RO.

STEP 5: Payment of Severance and Removal from System

MOoET HR or TSC TMU submits payment request for severance to DoFT and informs DoFT of
the final salary payment for staff.

DoFT de-activates staff from SMART STREAM once severance is paid to staff.

STEP 6: Confirmation

The MoET HR or TSC TMU reviews the payroll data on SMART STREAM to confirm that
payments to the departed employee have ceased.
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9. Grants

Grants, are paid by the GoV or donors partners and usually come with conditions. These
conditions vary from grantee to grantee, so it is important that MoET FinU understands the
requirements of each.

Schools receive annual grants or stimulus grants or any other types of grants, are required to
comply with finance procedures outlined in the School Financial Management Manual.

9.1 Education Grants
These are periodic grants which occur three times in a year, normally in January, April and
July. 30% of each grant is paid in January (Tranche 1), 30% in April (Tranche 2) and 40% in
July (Tranche 3). Tranche 1 and 2 criteria is based previous year’s enrolment and grant criteria
guided in the Grant Code Part 2 Section 2. The administration of these is determined by the
articles in the Grants Code.

Education Grants follows a regular cycle, as demonstrated below.

1st
Education
Grant
Tranche
(30%

July April
3rd 2nd

Education Education
Grant 3 7 Grant

Tranche .- Tranche
(40%) ' : < (30%)

Tranche 1 and 2 is based on previous year’s grant criteria and enrolment while tranche 3 is
based on the current year’s grant criteria and enrolment. Schools grant may vary depending
on the enrolment of a school in the past and in the current year.
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Scenario 1: School Grant Paid When Increase in Enrolment in Following Year

Enrolment in previous year: 50 students

Enrolment in current year: 80 students

Annual grant rate: VUV 8,900 per student

Calculation of Grant:

Tranche 1: 50 students x 8,900 vatu x 30% = VUV 133,500

Tranche 2: 50 students x 8,900 vatu x 30% = VUV 133,500

Tranche3:  Total grant to be paid to school - Tranche 1 grant paid — Tranche 2 grant paid
80 students x 8,900 vatu = VUV 712,000 — VUV 133,500 - VUV 133,500
= VUV 445,000

Total tranche paid in current year = VUV 133,500 + VUV 133,500 + VUV 445,000 = VUV 712,000

Scenario 2: School Grant Paid When Decrease in Enrolment in Following Year
Enrolment in previous year: 50 students

Enrolment in current year: 40 students

Annual grant rate: VUV 8,900 per student

Calculation of Grant:

Tranche 1: 50 students x 8,900 vatu x 30% = VUV 133,500

Tranche 2: 50 students x 8,900 vatu x 30% = VUV 133,500

Tranche3:  Total grant to be paid to school — Tranche 1 grant paid — Tranche 2 grant paid
40 students x 8,900 vatu = VUV 356,000 - VUV 133,500 — VUV 133,500
=VUYV 89,000

Total tranche paid in current year = VUV 133,500 + VUV 133,500 + VUV 89,000 = VUV 356,000

In cases, where there is a huge decrease in school enrolment then this may result in
overpayment of school grant to schools in Tranche 1 and 2, and a school may not receive
Tranche 3. The overpayment in grants may be deducted in future years grant payments.
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STEP 1: Determination of Eligible Schools

For all grant payments, the Provincial Education Boards determine the eligibility of individual
registered schools and that they meet the criteria for receiving the education grant. This is
done through Open VEMIS using the criteria outlined in the Grants Code, part 2 division 2.

School Grant Criteria
Vi Grant Criteia for this scholin yaar 0
Grant Criena I0: NEW

(-

Financal Report Approved: Active School Council Approved:

School Improvement Plan Approvec: No Audit lssues; U

No Student Enroliment lssues: U (Offers National Cumiculum: U

In-eligible schools may only be paid their grants if a school’s cheque book is given to the PEO
to manage the school fund on behalf of the Principal, and the PEO also provides evidence of
plans that are in place that schools will be supported to meet all the school grant criteria to be
eligible to receive the grant.

Once a school meets all the school grant criteria then the school cheque book may be returned
to the Principal.

STEP 2: Internal Audit Unit Confirmation

The internal audit unit also provides their confirmation on schools that have outstanding
audit issues. For schools that have audit issues, their grants will be with-held until
confirmation is received from the PEOs that they will be managing the schools cheque book.
The PEO will manage the schools cheque book until such time that the Internal Audit Unit
confirms that the school has satisfactorily responded to the auditor’s report.

STEP 3: Data Quality Confirmation

Policy and Planning Unit are responsible to ensure that any schools who have closed or are
dormant are not included in the list of registered schools. The list of schools deemed eligible
& cleared by the Provincial Education Board is endorsed by the Education Services Directorate
for approval.

The list is then taken to the FinU who reconfirm school financial compliance, and a checklist
is signed by all involved Principal Education Officers.
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STEP 4: Raise a LPO

A LPO is raised for each grant for January (tranche 1) and April (tranche 2) for each level:

ECCE, Primary and Secondary Grants and Tuition Fee Subsidy for (see section 5.1 Normal
Payments).

The amounts for each transfer are determined by policy and are calculated by using the Grants
Calculator on Open VEMIS. At the moment the Grants Calculator is only available for Primary

& Secondary grants which means that ECCE grant and Tuition Fee Subsidy is compiled
manually in accordance with policy.

The LPO must be supported by:

e The signed school grant checklist;

» Letter from PPU confirming registered schools, signed by the DG;

e Letter from IAU confirming schools with audit issues;

» Letter from ESD confirming data validity from PEB;

e Letter from PEB confirming eligibility of schools to receive grant;

List of schools for tranche payment with payment details (from the Grants Calculator).
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STEP 5: Tranche Payment

The DoFT issues a cheque for the grant payment which is scanned and saved in the MoET
FinU share drive. The cheque is then taken to the National Bank of Vanuatu with the printed
list of individual schools from the Grants Calculator.

NBV then deposits the funds into individual school accounts as per the list from the Grants
Calculator.

STEP 6: Determination of Compliance and Student Levels

By the 21+t of March each year, schools will have their financial records and school census data
uploaded onto Open VEMIS.

A compliance check is undertaken by the VEMIS Officers at the PEOs (from the 21%t of March
to the 31+t of May) to confirm the integrity of the data in Open VEMIS as it will determine if
subsequent payments will be made to the school.

The school census data is extracted by 1% June and is used to restructure the remaining
tranches for each school so the total grant reflects the student enrolment for that year.

STEP 7: Subsequent Tranche Payments

Schools that were non-compliant for the 1t Tranche can be included in subsequent tranches
(with the prior missed tranches included in the payment) once they have rectified issues that
resulted in their non-compliance and this rectification is confirmed by the Provincial PEO.

Further LPOs are raised in accordance with the grant schedule. These LPOs must be
accompanied the support documents as mentioned earlier.

9.2 Other Grants
There are other grants that are made available to schools from time to time. Examples are
stimulus grants in response to emergencies, such as the COVID-19 grant and support grants
following natural disasters such as TC Harold.

Each of these grants comes with specific conditions that must be understood and followed.

9.3 Stimulus Grant Paid by the Ministry of Finance & Economic
Management
Stimulus grants paid by the Department of Finance and Treasury (DoFT) follows specific
criteria, as approved between DoFT and MoET. A checklist is designed for each specific grant
and is signed by PEOs before each tranche payment request.

The process is essentially the same as for the education grants, where an LPO is raised and
advice provided to DoFT on how the funds are to be distributed.

Step 1: The PEB confirms the list of eligible schools to receive the stimulus grant.

Step 2: FinU verifies that all schools meet the stimulus criteria
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Step 3: A purchase order is completed and a cover letter is written and signed by the Director
Administration & Finance.

Step 4: Enclose support documentation such as:

Signed check list;

List of confirmed eligible schools;
Calculation of stimulus grants to be paid;
Signed purchase order form; and

e 0 op

Signed cover letter.

Step 5: Payment request is submitted to DoFT for LPOs to be raised for each stimulus grant
for a specific school type.

Step 6: The DoFT issues a cheque which is scanned and saved in the MoET FinU share drive.
The cheque is then taken to the National Bank of Vanuatu (NBV) with the printed list of
individual schools from the Grants Calculator.

NBV then deposits the funds into individual school accounts as per the list from the Grants
Calculator.

Officers must ensure that:

(i) Grant recipients are aware of the purpose of the grants; and
(ii) Grantrecipients are aware of the administrative requirements, particularly regarding
timing of expenditure and reporting.

i. Queries
There are often queries in relation to grants. These should be directed to the Provincial
Education Offices, who collate queries and respond to them.

ii. Monitoring
The Provincial Finance Officers (PFOs) supported by the FinU must carry out monitoring of
schools in implementing the procedures outlined in the Schools Financial Management
Manual each year.

iii. Reporting
By the end of February, all schools are required to submit their previous years’ annual
financial reports to their Provincial Education Offices. By mid-March, Provincial Education
Offices submit a consolidated financial report for their province. This should provide a
summary of all grant expenditure in the province.

iv. Communications
The FinU is required to develop materials for publication of information on social media, the
Open VEMIS public view area and the MoET public website.

Schools are also required to print the school grant certificate once they receive a grant and
place on a visible notice board so that the school community is informed on the amount of
grant paid to the school.
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9.4 Grants Paid to PSET Institutions
Grants paid to PSET institutions such as Vanuatu Institute of Technology (VIT), School of
Education (SoE) and National University of Vanuatu (NUV) are also paid in 3 tranches and
apply similar criteria as the schools.

The process is essentially the same as for the education grants, where an LPO is raised and
advice provided to DoFT on how the funds are to be distributed.

Step 1: The PSET institution writes to request the payment of each grant.
Step 2: FinU verifies that PSET institution meet the grant criteria.

Step 3: A purchase order is completed and a cover letter is written and signed by the Director
Tertiary Education.

Step 4: Enclose support documentation such as:

i.  Request letter for grant payment from PSET institution;
ii.  Confirmation that students data is accurately captured in Open VEMIS;

iii. ~ Copy of previous year’s audited financial report or confirmation from the Office of the
Auditor General that they are currently undertaking audit of the institution, enclosed
with tranche 3 payment;

iv.  Signed purchase order form; and

v.  Signed cover letter.

9.5 Grants Paid to Statutory Bodies
Grants paid to statutory bodies such as Vanuatu Qualification Authority (VQA) are also paid
in 3 tranches and follow similar criteria as the schools.

The process is essentially the same as for the education grants, where an LPO is raised and
advice provided to DoFT on how the funds are to be distributed.

Step 1: VQA writes to request the payment of each grant.
Step 2: FinU verifies that VQA meet the grant criteria.

Step 3: A purchase order is completed and a cover letter is written and signed by the Director
General.

Step 4: Enclose support documentation such as:

i.  Request letter for grant payment from VQA;

ii.  Copy of previous year’s audited financial report or confirmation from the Office of the
Auditor General that they are currently undertaking audit of the institution, enclosed
with tranche 3 payment;

iii.  Signed purchase order form; and

iv.  Signed cover letter.
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10. Revenue
The collection of revenue is in alignment with Part 8 of the PFEM RO.

Officers will, from time to time, encounter members of the public who wish to make a
payment. This may be for a variety of reasons including tender fees, registration fee,
purchases of disposed assets, teacher’s license, exam levies and others collectable fees.

Money may only be received by a designated “revenue collector”. A revenue collector is
assigned by Director of Finance and Treasury upon advice from the MoET Director of Finance
& Administration as approved by the DG. No other MoET officer can receive any money
paid to the Ministry.

It is not the practice of MoET to receive funds and as such the “revenue collector” is at the MoET
FinU. At the Examination & Assessment Unit (EAU), the money received from the printing
of attested examination results that are requested by parents and students is also collected by
an appointed staff at the EAU. At the provincial level, any money will be received by the
Provincial Finance Officer (PFO). At the school (including institutions) level, any money will
be received by the school finance officer or the Principal and will only be received in the school
office or paid directly to the schools registered bank account.

The MoET makes a practice of engaging in electronic transfers directly to DoFT or to NBV.

10.1 Bank Transfer
STEP 1: Direct Individual to DoFT

Any individual wishing to pay funds to MoET must make a direct payment to DoFT.
MOoET officers need to ensure that the payee has:

e MOoET revenue account details;
e Supporting payment information; and
e Account Code for identifying the payment.

STEP 2: Confirmation of Payment

The MoET FinU confirms that a payment has been made using SMART STREAM Revenue
report and cashier receipts. Anindividual will also be required to provide a copy of the receipt
as evidence that payment has been made.

STEP 3: Inform Activity Manager

Once confirmed, the activity manager concerned, in relation to the payment, is informed by
the FinU.
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10.2 Cash Payment
If a cash payment is to be made, it can only be made at the MoET FinU to the Revenue Collector,
EAU office, PEOs or School concerned.

STEP 1: Payment Code Identified

The Revenue Collector must first identify the type of payment and its relevant code from the
Chart of Accounts to confirm it is a payment that can be received by MoET.

STEP 2: Receipt Issued

A receipt is issued for the payment, stating the code, related activity and the payee details
using the official Vanuatu Government receipt book.

STEP 3: Entry into Log Book

The funds received are entered into a logbook kept for such purposes, taking care to note
the details from the receipt.

STEP 4: Bank Funds

Funds received can be temporarily stored in a safe deposit box that does not include any cash
from standing imprests until such time as it can be deposited at DoFT.

Depositing at DoFT should occur at the earliest opportunity.

Once receipt is acquired, a copy of the receipt must be given to the individual paying for the
goods or services. The receipt must also be scanned to the FinU share drive.

STEP 5: Inform Activity Manager

Once secured, the activity manager relating to the payment is informed by the FinU.

10.3 Report
A report on the revenue collected by the MoET must be prepared on a quarterly basis and
included in the FinU quarterly report.

10.4 Losses of Public Money
In Section 54 of the PFEM RO, a revenue collector must immediately inform a senior officer if
there are any loss, shortage or theft or other irregularities in cash holding under revenue
collector's name. A report must be submitted to the DG and the Director of Finance.

Upon consultation with the Director of Finance, the DG may take appropriate actions as
outlined in the PFEM RO.
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11. Asset Management

The asset management is conducted in alignment with Part 9 of the PFEM RO and the MoET
Asset Management Manual, once finalized.

Schools will follow the procedures set out in the School Financial Management Manual.
Otherwise, the following procedure will apply to MoET offices.

11.1 Register of Assets
Assets are deemed to be valuable and are included in the financial statements of the
government. All assets must be recorded in the Ministry’s assets register, and for schools, in
Open VEMIS.

STEP 1: Identification of Assets

Prior to procuring an asset the following process must be completed:
e The PEO identifies the need for a new asset;
¢ PEO ensures procurement process is followed and complete purchase order form;
e PEOis responsible to submit to Asset Officer and IT Unit for their assessment;
e The asset officer approved assets before the payment was made;
e If ICT related equipment the PEO ITU will confirm whether purchase is relevant or
not;
* The asset officer will complete the asset registry form as a new or replaced asset;
¢ The LPO is committed from relevant chapter head;
* A copy of the LPO is forwarded to the Asset Office to update the asset registry;
e The asset is tagged.

STEP 2: Value of the Asset

The value of the asset must be recorded and should be inclusive of its original costs, freight
and installation costs, where necessary.

Donated assets should be valued at “fair value” (market value, if available).

Second hand donated assets may be valued at "fair value” (market value considering its
condition).

11.2 Use of Assets

Directors and PEOs must be responsible for the proper use of the assets and the safeguarding
of the assets.

When assets are given to staff, particularly IT and attractive items, it is important to note the
staffs that is responsible for them. Managers should take note of this information.

62




MOET FINANCIAL MANAGEMENT MANUAL

When assets are used outside of the locations, by staff or community, some procedures should

be considered to ensure that the use of the assets outside of the site map locations are duly

authorized by the manager to ensure the protection of the assets. Considering this, an asset

borrowing form will be used to include:

° Description of the asset (classification, type, model, condition);

*  Reason the asset was allowed to be used outside the office;

¢ Authorization (signature of the manager) and date, of the manager responsible for the
care of the assets;

*  Clear specification on who will be responsible for asset if damaged;

e  Signature of the person who will become temporary responsible to care about the asset(s)
and date of handover of the asset and estimated date of return; and

e  Bond fee to be paid prior to use of the asset by staff concerned.

11.3 Maintenance of Assets
PEOs and Directors must be responsible for the maintenance of the assets, to increase the life
span of such assets.

Physical inspections to the assets must be conducted regularly to ensure accuracy on reports.

11.4 Disposal of Assets
Managers are responsible to ensure that assets are disposed of properly and in accordance
with the Part 6, Section 46 of the GCT RO. This may include disposal according to a particular
Government policy, it is no longer required due to change in policies, procedures, function or
usage patterns, not needed in the foreseeable future, reaching the end of their economic or
useful life, or beyond repair, or not suitable for an alternative use from their original use or to
disposed in accordance with a Court Order.

The disposal of assets must be carried conducted in an efficient, fair, transparent, and
accountable manner (GCT RO Section 49).

i. Assets to be Sold
The following process must be followed:

PEOs to identify assets to be auctioned with Director’s approval;
Declaration of auction of identified assets by PEO FinU;
Notice of auction and sale by Director DFA,;
Asset officer is responsible to display items for sale in a specified location:;
Appoint a 3-member panel for assessing items to be disposed as part of the
valuation requirement;
e Pricing of disposed items will include consideration of price of item when purchased,
and the depreciation value, if applicable;
Approval for sale of items by Director DFA;
Endorsement by Asset Management and Valuation Manager, DoFT;
Asset officer will coordinate the sale of items. Cash will be paid and receipt issued
by the FinU before goods can be released;
e FinU will be responsible to deposit funds into the MoET revenue account.
* Asset officer will delete items from Asset Registry.

e o o @
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ii. Assets to be Donated

The following process will be followed:

PEO to identify assets to be donated, and to whom the asset will be donated to;
Respective Directors and Director DFA will give approval for donation;

DoFT Asset Management and Valuation Manager must approve the donation;
Asset officer will donate assets to nominated recipients;

Asset officer will delete items from Asset Registry.

iii. Assets to be Disposed

The following process will be followed:

The Ministry must keep and maintain an up-to-date record of any Government assets being

PEO to identify assets to be disposed;

Respective Directors and Director DFA will give approval for disposal;

DoFT Asset Management and Valuation Manager must approve the disposal;
Asset officer will dispose of asset, preferably to the dump site;

Asset officer will delete items from Asset Registry.

disposed as stated in Section 52 of the GCT RO.

11.5 Stock Take of Assets
The Ministry will be required to carry out a stock take of assets every 6 months.

11.6 Reporting of Assets
Assets must be reported each quarter and also included in the Ministry’s annual report.
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12. Financial Reporting

Following Part 13 of the PFEM RO, the DG must provide to the DG MFEM and the Auditor
General a draft annual financial statement in an approved form on or before 1 March
following the financial year to which the statement relates.

The DG must provide any other information requested by the DG MFEM or the Auditor
General relating to the annual financial statement.

In addition, Part 2 of the PFEM RO, states that on or before 31 May of each year, the DG MFEM
must prepare a report assessing the financial management of each Ministry for the previous
financial year.

And on or before 31 July of each year, the DG MFEM must give a copy of the report to the
Public Accounts Committee, the Public Service Commission and the Auditor General.
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13. Risk and Audit

The risk and audit process is conducted in alignment with Part 15 of the PFEM RO. In
accordance with subsection 82(1), the DG must appoint a Risk and Audit Committee (RAC),
comprising of at least 3 persons and at least one member must be independent of the Ministry.
The RAC must provide oversight on the risk management policy of the Ministry, once it is
developed, and also provide oversight to identify and monitor financial risks, implement risk
management practices and report risk-related information to the DG, as per paragraph

81(2)(b)-

13.1 Audit Plan
Audits are planned to occur throughout the year. For this to occur the Internal Audit Unit
(IAU) will be responsible to develop an audit plan.

STEP 1: Draft the Audit Plan

The Audit Plan is drafted in October of each year by the IAU. The PEO Internal Audit leads
the drafting of the plan and circulates the draft to all PEOs, including Provincial PEOs for their
feedback on the proposed audits to be conducted in the following year.

The Audit Plan must also be circulated to Donor Partners so that the audits or spot checks to
be carried out for projects must be included in the Audit Plan.

STEP 2: Director General Approval

In November of each year, the draft Audit Plan for the following year is presented to the
Director General for approval.

STEP 3: PEO Notification

Once finalized, the Audit Plan is shared with the PEOs, including the Provincial PEOs, in
January each year.

Spot Audits are audits in response to information or requests received during the year and
are not specifically identified in the plan.

13.2  Scheduled Audits
Scheduled audits are conducted throughout the year, and throughout the country, in
accordance with the Audit Plan.

STEP 1: Central and Provincial Education Office Notification

In January, each Directorate and each Provincial Education Office is informed of the schedule
of audits for the year.
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STEP 2: Office and School Notification

For MoET office audit, an engagement letter is normally sent to the relevant Director and
manager to inform them of the upcoming audit. For schools, an engagement letter, with the
Provincial Education Office copied, is sent to schools three weeks before the audit is to
commence.

STEP 3: Scheduled Audit

The audit is undertaken at the MoET office and school in accordance with the Audit
Guidelines. When conducting school audit, the Provincial Education Office will assist the
Internal Audit Unit to inform schools and ensure that the Principals are available during the
visit.

STEP 4: Audit Report

The final MoET office Audit Report with findings is sent to the Director concerned and to the
DG, with copies to the FinU.

The final school Audit Report with findings is sent to the school and copied to the Provincial
Education Office, MoET FinU, Director Education Services Division and the Auditor General.

If issues arise that the IAU deem serious, the relevant Directors, and/or the Teaching Services
Commission and/or the Public Service Commission are informed for review and possible
action. The Auditor General and Provincial Education Office (for the schools) are copied.

STEP 5: Follow-up on Audit Recommendations

The PEO or Director concerned will inform the IAU if the audit recommendations have been
or are being implemented.

The Provincial Education Advisors (PEA) determines if the JAU recommendations for schools
have been implemented. The PEA informs the IAU of the findings, through the provincial
PEO.

STEP 6: Closing of Audit

If the audited MoET office has complied with recommendations the audit is closed.
If the school has complied with recommendations the audit is closed.

If the school has not complied, the IAU will inform the school of their non-conformance and
copy the Director-ESD and the Teachers Service Commission for action. In addition, the IAU
will inform FinU to withhold grants for the school.

If the matter involves the Police Fraud Unit, then the matter is managed by the Auditor
General and the Teacher Services Commission. The IAU will assist the investigation as
requested.
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13.3 Central Audits
Similar to school audits, central audits look at MoET functions and practices, including payroll
and accountable imprests.

The process is the same as with school audits, though the Director of the Division where the
audit is taking place is informed rather than the Provincial Education Office.

If there are concerns arising from the audit, the Public Service Commission (PSC), rather than
TSC, is informed as is the Director General MoET and the Auditor General.

13.4 Spot Audits

Spot Audits are surprise audits that occur without warning.

The JAU normally plans Spot Audits to occur throughout the year. These may also occur if
information is received that raises concern regarding financial practices in any given area.

13.5 Investigations
Investigations normally occur due to a complaint being received, though they may also occur
due to the AU discovering items of concern during a regular audit.

Investigation may be undertaken as a result of the “Whistle Blower Policy” (Appendix 2).

STEP 1: Complaint Lodged

Either an item of concern is identified by an MoET Officer responsible for a procedure, or a
complaint is lodged by an MoET Officer using the Whistle Blower Procedure.

The issue, once received by a line manager, may be forwarded to the Director General or TSC
Chairperson to determine if further action is required.

STEP 2: Internal Audit Engaged

If the Director General or TSC feel the issue warrants and investigation, the IAU is authorised
to undertake an investigation.

If the Director General or TSC feel the matter is sufficiently serious, they may request the
Auditor General directly who would then work with the IAU to investigate.

STEP 3: Parties Informed

Those who are under investigation are informed formally through a letter from the agency
leading the investigation.

STEP 4: Investigation

The investigation is undertaken in accordance with the Office of the Auditor General’s Guidelines.

STEP 5: Report

The Audit report is submitted to the DG/Chairman of the Audit & Risk Committee who then
make a recommendation to the PSC/TSC regarding further action.
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13.6 External Auditors
At times external auditors are required to audit grant funds and project activities funded by
donor partners.

STEP 1: Terms of Reference

The FinU and IAU collaborates with the donor partner to develop a term of reference (ToR)
for the audit.

STEP 2: External Auditor Procurement

The agreed ToR is passed to the Auditor General who conducts the procurement of an external
auditor. The external auditor will be operating under the authority of the Auditor General.

The audit is undertaken by the external auditor who is assisted by the IAU as stipulated in
the ToR. The IAU’s participation is important in ensuring the external auditor does not exceed
the scope of the ToR.

STEP 4: Report

The external auditor submits a report to the Auditor General who approves the report for
release to the donor partner and the DG.
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14. Fraud

In the absence of the Ministry’s fraud control plan, the FinU will assist the Ministry in complying
with the PFEM Act and PFEM RO to confirm that the Ministry has a zero tolerance for fraud,
PFEM RO subsection 92(2)(a). Part 16 of the PFEM RO clearly outlines procedures in dealing
with fraud.

14.1  Prevention of Fraud
All staff with the Ministry must prevent fraud by:

> Complying with the Ministry’s fraud control plan, once it is developed; and

> Acing honestly in the handling and use of public money and public resources; and

» Reporting immediately to a senior officer of the Ministry is they suspect that a fraud
has been committed or become aware of any suspicious circumstances; and

> Cooperating fully and honestly with any person who is conducting fraud investigations,
fraud risk assessments or reviewing and testing fraud controls within the agency; and

> Being alert to the possibility that unusual events or transactions could be indicators of
fraud.

14.2 Accepting Offers in a Staff’s Capacity
If a staff receives in his or her official capacity a gift, a benefit, an event invitation, the officer
must report the offer.

If to refuse the offer would be culturally insensitive or considered to be inhospitable, the gift is
to be accepted.

If officer fails to report the offer, the staff commits an offence.

The Director of Finance will be responsible to maintain a register of gifts, benefits and event
invitations or similar benefits.

14.3 Accepting Cash of In-Kind Payments
If a staff receives in his or her official capacity accepts any cash or in-kind payment or any
other money form, or goods or services:

As an inducement or reward for doing, or refraining from doing, anything; or
Showing favour or disfavour to any person,

The staff commits an offense.

14.4 Reporting Fraud to DoFT
As soon as possible after a staff becomes aware of a fraud or a suspected fraud, the officer
must report the fraud or suspected fraud to the audit manager within MFEM or the Director of
Finance.

A report must be prepared within 2 months after the fraud is reported.
The DG MFEM may provide a report to:

iv.  The Commissioner of Police;
v.  The Ombudsman;
vi.  The Public Accounts Committee.

A person reporting a fraud or suspected fraud may give the information in confidence
and may remain anonymous.
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15. Offences

As this Manual is written in alignment with the PFEM Act and PFEM RO, then any offences committed
will be subject to provisions as stated in either the PFEM Act and/or the PFEM RO.

In relation to this, any offences committed against the Schools Financial Management Manual, the
Grant Code and the School Fee Regulation Order, which supplement the MoET Policy and MoET
Financial Management Manual, will be subject to the provisions outlined above.
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Appendix 1: MoET Organization Structure

An Overview of the Revised Structure of the Ministry of Education

Finance and Administration Directorate

Attachment C

Page | 10
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Appendix 2: Whistle Blower Policy
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