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- HEHSEOELE LD

- B fREE

R
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-FEESEEURMEUORS I OBEEE. BE EHTE
-BESEOVIRI I T OEMTE

- VOB BEEE
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-HEES MRS ICIrE S ERMEETS
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-BEEWDEYE S
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TEE
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- BRAEEESE1—
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2. |t 7 —X (51 REBEHIRELARD)
(1) Hif

BT xz—AThsb &7 =—X (“Plan Phase” |7 = —XIZ§%Y) ] O HITEA
SNDHTIRE L AT LD EHRF L, WHTHZ L TH D,

(2) ZEH 5N O

et 7 =— X 1% "3l 7 = — X" Th b, ZO7=—AOHMIX, BAINDHT-/08E
Bl AT LAOMEEHEN L, T D 2L Th D,

KT = — ZVEZEHIRNTH 1 REMIREHIRIC 1T 2B U72 0 . HASH D HEEL S 2
T LADORF RO EEEY OWEIERDOHIR TH 5

(3) EXEFEWIZBIT DER
K7 2—ATIETiLOBEVIEETETH D,

WVER L — LR TE

PR AT A (BAEFEESH) EMOT-OONL— L EOFIELZBE - 2L, KNS
BeFERIHEL AT LA EREFERES AT LDO/NT LILT A ARRICT 5 120D W &
1T9. FERNEL LTUIEFHEHRIME L, BUkz2E, SUTRE TN EeER) ore=
—Z{To70 9 A CRATFEHOMER B —BEROEfH, ME. &b (FrosAsIREE
DEHZEN) 2179,

AT NERE
C/P B Wit &, FifkEY 7 N afgt, #BEDTZHDY a— Y A MEERK L,
E-JUST C/PIZfeEtfi 1Rk 3 2HDEE 1T O,

BRI~ = = 7 UVERR

C/ P AL T PRATRIRIL AT &L BUTHER OB LR RIS AT A% AT
VO DHELE~ = 27 VOVERE BT 5, Bt E (Job Description) ZHRiE L
BEHEAFR DL — L Z ZICETe, A= T VIRIERORBE~ =27 L Tlid7e <, B84
TR EE LS RWE-JUSTBRE D72 D, 34 TRBHH EHIEICER Lz~
=27 NVThDH, HIRO—EHRL—LEEENTND,

(4) EBFEHDOERRE - RS

[FRet7 = — X THHHE 1 wBHIREB I TIEF23E s LT
O WHEN—NVEZfEE L, TNEKM L EERH 2800, 1Bk
@ WEsE~= T NERTIE
@ PV 7 LR - v a— b U A MERL - EiE g

FRMEREITEA SN DB R S Z T LA DS DORA, ke, RIS ST MRS T
o,
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<R O - ANBENL—IVHEE>

KT =— RVEEMMIEE 1 RBHIRESF NI £ TRDI T 2B & LTI —iu
METHD, BETERMABITTDHICHZ-oTORGBLRIZL—L, +RICHIZDHIZD
FPFZOERICEF L, TNEITIICHTIZY, E-JUST OMBRILICET D 5 ifE 2 1 i
£, HURZIE, HICBTREF R E4AETEHR) O ea—%2%Em Lz BT, BAETHRA
OWERE —EROEH, WE, Rt FRCREFERBEEOER Z2EAN) 2177,

Fo, HEeETEREBAETROMERBO~ vy 7 24T BUTREIY 2T A& o4
esL9 %,

FAaEEE LI RAEHRBREHOBER B 0 TH 200, BUTRIEY 2T LT NF

AFFRREOMERH ., IS TRROHEBEHLEA:

Unearned income

& pE

JRAE A

Auxiliary (BEWFIESARRREL)

HHWEHER %2 3 FEIC T 5
O Wr9t# (Research/ KFZHK & L THAIATONDWIRIZE ST H1XE)
O #HERE (Academic /KFHEH L L THAEIITONDHBITET H%E)
O B4R (Auxiliary/Support Services/HF5E Kk OEE LIS D

B SRR M OV ek )

AN N NI NN

<BER 2 - FESEB~=2TNERZE>
kD~ =2 7L TlE7e< . E-JUST C/POSFA BRI L2179 1047~ »> TOHE
B~ =2 T VORI EZT- T,

BB E~ 2 T VIR BREY A VLD~ =2 T ILOESETH D, v=2 T LOERIL
UToi#y Thsd, (BIERDO #EsE~=a2T WV (F) X)) 28, 1)
vV kEEH BleERNORAETEAOLW/ BETRN LS TR~ DLW
OfEF b ETe)
WA (BRoe) &
i A B
N H
EEEEE R CER R EREN DY =2 TV
)] 251 S Jt Ak
Hk (—=stEsh)

AN NN N

BB A 7 VAT oA~y 7, 7a—Fv— b, BEiLdE (Job Description) .
S EATITA RTA v EBBEAGRONL—LEEENTND,
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<BRMO® - BEY7 FOKRE -T2 — U R MER - @EE>

HMATHRILY 7 NOBESHIEE LTUTO¥(EEEIT-T,
O va—hU A MERK
WELELFFEL, BREY 7 FOKVIAZLZITV, v a— b A NOERKREIT- T2,
@ HELERFLY 7 b OEE
BESHERAY 7 b0y a—bh U R MnD S SICAlik, MRS 2 ks L, #ESE4
HRRELY 7 R EEE LT,

@ va— YR MER

HBMATHRILY 7 M T1. (3)EBEDOEZ T Iz X iz, =R o LT —
AVRBMRE L EOTEHND Z e, BATLIHREY 7 MZTOZEESH. KUOO#H
Ba—W—2 X577 BAGEO 2HEEIFIMLHELE T RETHDH EEZEZ TN D,

va— MU R MERRICHER U7z LL Fom Th b,
F_RL— g DY A R L HE

FEEIIH DD THRTESNNTND VAT AN?

< VT == ?

[EEEEICBW T, BMERZEFIZBNT N T v 7 TE 507

FRITIH LIAFDN?

UTNEA LIEMRA R 2R TE 57

Ao — IV TN Tl v H—T 2 — AN

LR—=bDOAAZ <A RZETE D) (HDHRE, ALOHRICAEDLE TSEEN
A[REDY) 2

T L— MIA A= FTEBHY

DT AT D EHEMEN D D002 FITMMD T AT MTHIRIAD S D D ?
PAR— MEHIXE D 0?2 (BAMHRK, AT F AP —ER N—=Ta T v 7D
(R S)

ZOMICERITD > TOEN? RZRWERITH D02 B BAEH., £
AV AEH, ho—=v7ax M )

XU T 4 —E?

FeEDORG| T EHCEMH 2G| TER %2, FANZAT Va— Vi E L TEIKL T
3 < FHAA[REN?

Ly N %A i T

EDX I A T T RNEEN?

IEREA Y — B RIS ? VAT ADOEHH R A T F A —EARH 512
FH BT E D 7o TV D )n?

OO0 O 000 00000000

0000

ZTOMOEESRE L TEATAHREY 7 FOBEBIZOWTOREESE LTI TFRH 5,
3H25HIZ201 8FEETORFOFEEREMZ T E—Fvy 7201 8DIENIE%L
L7o REFREHZE & JICA ARIBHRH &% - HINBEROBHIK I —T 4 v 7 &{Tolz &
Z A EJUST OB~ 32— ¥ = DIE— 2D AN L HRETEROFH EERETFZOF EMN
FIFFICCEXAT Y s ARy - REY 7 FEBEELTWDEMRLTE, LLERRL, £
DEIRVAT DIKBEIH AR~ A RENTZV AT ATHY, HikBEFXOEH % R
LT rAk7nycr hOBRBIZIZZSDRY, FEADEDONT VI a Lo
WU BJUST (XA R L 2 TV D, AT F ALV R— b, BIRREREZEEICT
HEARR A=K7 IREFE L EEDbNDS, TR N T U7 v a B ABH
WA DEI /NI A2 o F— R Y 7 28 AL, ik AN EbALESE L
DL T2 a VHOBRIZADLE THEOREWNWY 7 hEZBEATRELEZXTEY,
=T 4 UZIEJE LTV E K E REFEMAFZ ORI NSO T,
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FRAES, TROLSSORIEY 7 b a— M) A XN,

©)

Corero Resource

2 0L EORERE L HOHBE R ¥ —IZFHL LTEARORFHER I X4 —V 7 vy
2T ARy YA NTHD, 201241 0 HIZiXSoftware Satisfaction Awards
5E, ERPV AT L,

PS Financials

2 0L LORBRE b OBE R Z —IFHL L IEABORFHRER ) ¥ —V 7 Y
2T ANy VAN THD, FREOKRFT T I—#HBOTXTTHEAL TV D,
Software Satisfaction Awards% 2 A& B, ERP AT L,

Sage 2 0 0 Suite

PEET2 3, 00 04:LL E23SageDERPY 2T A& A, #E & 7 X —DERPY 2T A
H BHE

Intuit UK QuickBooks

NTALRFR Y 7 |k (Standalone Accounting Package) T—FHAZMNEWRFLY 7 b,
Xero

7 REE#E Y 7~ (Cloud Computing Accounting software) T—& AR E W
fREE Y 7 K,

QBRI Y 7 N DRE
TERRE NI 7 F « v a— R U A MO OHESETARE Y 7 FE2EETHE. LLFD A
Ty TR E 2 THE LT,

v o V7 N

v TR A (BRP) & RRERFEUE/N r—3 (Standard Software Package) Db
vV EHESRY VBN AT A VT RarEa—T 4 T Ol
QuickBooks & Xero® LLiE:

v

N
v Y7 EEER

Y,

\
v' (Standard Software Package) Ltk

Y,

N
vV BEENRAVIAVEARRTLA E V5D FO

VEA—TFT 4T DS

Y,

N
v" QuickBooks & Xero® EL Bk

Y,

. HREBVIFOBRERTYS
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AT v 7@ Y7 A

V7 NEEE A ERT LRI, V7 FOMRgRR, EICEEEH (—Y—-- 148
2ZER G ETe) CHHEEN CBAEH, 777 L —FR&H, F—=0 7 &H%) &%
LT,

ERPV AT L ERREEY 7 M2 BR LT=5A. BREY 7 hOa X FANI AT, v a— b
UARDIE, XeroDHBA—F T AL AR, Ty 77 L— R, # A5 ~—FK
— MRS L ABEMI R RS20 LAV LT,

=x: WHHEHER 1-VvI7 ER

Corero PS Sage 200 Intuit UK QuickBooks

Cat
ategory Resource Financials  Suite
Description
Software Type Accounting Package Accounting Package
System Pricing (@) O O (@)
apital Cost - (USD '000s) (@] o (@) (0]
O]
®) O]
O] O] O
O]
Software cost only 5 user (US) USD5,000 USD 39 / Month
(UK Ver) USD 2,800
Usage cost - per user per mont ()
0)
User license Add Licence USD 1,210 Unlimited users
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Corero Resource

®: MEER 2-E0thOFEA

PS Financials

Sage 200 Suite

Intuit UK

QuickBooks
uSsD 1,100

<} ) <} ) &
Bonf1—4—§ | Bonf1—4—§ | Bonf1—4—§/ | Bonf-1—4 -4/ | BR1—F—/8H
BER HER BIER HER
: - LR LR &
(AI&FUSD 500)
EREEVATLD (EREEVATLO (BREERYIF |[-BAROREYIN-BAKOIFIED
AF. UKTIE XF, UKTIE Sage 50 & 200 (@)L |(ex UK) VE1-TIUTRE
600 DERAMER, [500LL DFERAE |F.1—4—F) J7k (ex. UK)
R
AREH HER TU74 8

XE: EEIEA v E—Ry FODBRELI==O,

IDThOERERL &R, &

BUATLOMEERITBERESAISBEEEEATHE. ABERBERVA V5 —E2
—RREHT D, —EOMETEAA@HEEL Y DTRR,
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AT v 7@ g AT A (ERP) & RRFEEUE, N> /7 —7 (Standard Software Package)
D ki

ERPY AT AL RRPIEUE S o &r — D% Ll UT-BS. EEEH MBS 25 by ke o
A MIERPY AT ADEY, ERP AT MIBE EFHANKE S KV EMER U AT LD,
HBAaRIBEL, Bl A 77 (B b=~ No T v T AT A LANZE) H44
B D, I, BAHBENELS, BATHIEICERREAa YLz MBI
Do

EJUSTORR & 7= FH & 2% R I N OB O HIFIC B W TEA L2 T X Wnid 207z,
AT F U AR = N B, DD T o7 v g . E-JUST  C/PORR B
T NEEEZBICT D LN AR o F— R RBERE Ry r— ) 7 RN E L
b5,

= HEB#IURXTL (ERP) & #REIZ#E/Nvy 4 — (Standard Software Package) MDLIb#Ek

Hgi X7 L (ERP) EESEA Ay —2
HRZF LEOF—FDa—N BEREuir—
HR A2 A XL TTEEM HhZ 22 AXoRE HZE2AXIFBEh TS
TFIi,32s B IF BB, TOE B o

HAEZS 2 —NOEAD R,

ECWN: | 1-6 5H 128
VILERODOH Over USD 10,000.00 > USD 5,000 (5 users)

BALRARDI=HDI YA E | BohTg, ATYANTEER | EALEYRFF Yoo TidcAaa

F—LOBREEARET S IHESN HNEEBITSCEDSERE

EE., BRAAIEH ., TAMEL RL
BOLES,

A TP AL HEABZAXEN TSSO TRERVE | EXIORAHROhEIRSC X
ABRI—HREIXS D CEABREIXEL, R
AT LEREATEATWAOTH
L——F HR13IEL,
D—o70—8ICISEEEEIRFOT | 7—ro0—IC I3 A ARBEEED
ORRFRTEEEAH . ATEET (A EAHOHDESH, FL——FF
B, TOH, B7—r70—E5HL{¥ (HIXRoh TS, 7—/O0—FoD A
T ETHHD, TR EEL S HEHEEEL,
WEANTDEE, CRTLEEEES
FOEBERON——> 5 BREEd
o)

A TSR TS —ri— & LANS I — A3 A —HDIHHE
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AT v 7@ HENSVAFGNUSATL & I R Ea—F 4 O
Jip A7 A (ERP) & RIEEAE/ N> &r— (Standard Software Package) DIb#Z% L 7=
FER. E-JUSTOHUIR 287, REEUE Sy r— DR R 72 L b s, TOHA, M
DEE/RY AL EAEA T DUVAT BnA U HZ—Fy MIRELY 7 "BWbhbH7 70 Kayr
Ea—T7 40 72 AT7TDELLNRE-JUSTOBMRIZZ Y20 Z L TFD~ U v 7 A Thgt LTz,
WEmE LTI IURBOGEN, AV 77, Ty 77 L—REH, ToF « A NVAREKY
7Rt )T =Y T MERZ T Y FTTTCIE ST\ 2720, ZOBEOE E
TR PPN HRVGRE T A NDBLEL T2 D T2 OE-JUSTOSEEY 7 U RO 3G 5] T
»Hbd,

K: BEENNVIVEAROIATL & VT FAVELI—T 4T DEE
BE/VaAvEARYRT L 959 RaAVEL—TF 1Y

SAtEVRIF—DDAVEL—LRIZHD | SMEU R [F1—F—T/ DTSN T
[FH5h TS, HLAvE1—28D5N0| Wb, FD1=8%H, /VavhEH-T
BE. FSAEV ABEANBE, LRE AT LIZTIERTES,

BERNVIVUNRELRE, HEARREAL | ERB/AVAV. NVITITVRT I
TSMNBE(TIED, INVITITVRT CE R ITBELTL,

LEERABMBLE,
WE Fige]
HAITRBERVART—FEBNBE (INRAT—REEBEOADE, ¥

Fa—
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AT v 7@  QuickBooks & Xero® Lhi#ig

BE/ XY a8 AR 2T AOREFELREY 7 N ThAQuickBooksE 7 F 7 Ra v B a

— T 4 U TBRIDRFEI IR Y 7 FDXeroZ L FDO~ R U v 7 Z|

IR LT, BREREIC

ST OIFET TRIRERI@ BB A F A« v a— MU 2 MNBEABREE 2%

i

W o

el L7 fE R, E a2 X FOmEIZE W TidXeroM LD 22 < .

FRETH CTF 21X, Xero

DIFED DN L OREREZ B L T 5, HFlXerolIhd > AT 4 & DFREM:, HAETFH
ERETROFTEL NV AR — MRFRIIER RS @@FIIIAF A AENTZT AT A
WCUDVRVERETH D) . SRATIHIAERESQuickBooksIZ W MEREZ FE B A bETW 5D, k
SLONEHR L E-JUSTOMRM A BT, XeroD FF AT AHMICEE LW E Bbil b,

% . QuickBooks &Xero® L

Intuit UK QuickBooks Xero
@) @)
ABL—IMFHTAN, ABER-Z | ABEL—MNIBEITABERY AL
BRFHTHE. AN, Mo, AB, ABER-ZB

B8t £,

Excel & Txt 774 L THERL,
INIFA—B—DHEET],

Excel, TXT & PDF 774 )L THER,
LR—MEDRARA X TED,

F8 BHE
21V E
EEAN EEANRKNE CSVIZAILELIR
R—kL, TUIL—bELUR—b
YINEABLE YIRBAIZOBEEL

HGIEER) B (BISRH)

1 person 1 license Unlimited users
ERYVINEMDDLE =5&
NEEEN N

5 user (US) USD5,000
(UK Ver) USD 2,800

USD 39 / Month

75ZLicense USD 1,210

EBRO1L—HF—

HELE DREE Y 7 b

Fi 4 A7 v FEBREF LR, BUROEJUSTIC S > =B Y 7 MIXero & b s,

E-JUSTIZ Z OfFFLY 7 MR 2% Y72 b0 L LTTHR LT,
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(5) FEFHEMIZIBVTOIERFH

PR o 2 R A2 BIHC CRFERINEE U7-BE. & e /AR B X UL 4 H oo B 2
NEBIETEEbNS, TDH Lonnh & LIEFIREIREE O 720 OB ITIEDORENL -
VAT DO TELS 72D LU T,

FARDNEFICEHEIC R DR RZCH T > UIEELEETH D Z & L 5 H%MOHELLIA D4 B
BHMZDETHRENDND, Lomh & LI EHOERH N HIVUTEHR 7 7 o~ ek
WZbEEGT 5,

(6) EHEMICIBNTOEER

[ TE /MRS J OB & H OB HEIRL AN TIXH D08, TDDD Y AT LEADT
FLUXEJUSTN ClIfelr L TR 57, MiEIE ORI T — % OFEHIEOMENLIT L Tuauy,
A7aYx/ NCIE EREEMEZZE L, 5 2 WIRE MM IS CEB IR E 13 FEH S
NTIEHWARNWD, BEBE~Y= 2 7V R UOMEIZEEOHIEZIT > 7=,

(7) EBEEBBON T Th - SCERE

EEEE/MEEL I OISR OEEE LN AT LOLEMRZHED. - BRI 25 51T
BHER T AT LOWEAORKR 2T 5, BURIEA ATREREEE E v AT AR A
T ADFEY 22—/ (ex. SAGE Fixed Asset module) 07 —H X— 2 « > 25 A (ex. MS
Access) WEFE LW & b E b S,

RONTZZTELDRNIGE, BET —F X=X - Ny r— « VAT LEANE#]D D, %
fli T HAWIMAE L, I 7 FMENTEBARATRED S DNL WD TH D,

FE MOHE D #fiBh412%) LT, Xero @ tracking filter ZfFH L T fund accounting #4795
EHE 77 FOMDT « 77 RZEDFMFEOD) Z L2805,
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3. A TJ7x—X (FE2~3xEH)kELME)
(1) BMY

27— RATh?hD AT x—RX (“Do Phase” FT7 = — RI2EY) O BMITHRE
VAT LADOEANE{ETDHETHD,

(2) X¥BFEMOFM - WA

MEANT7 ==X 13 "F77=2—X"Th D, ZO7=—XOAML, BASNDHT- a8
HYAT AORMBARG L, EAMEHET LI L THD,

AT = — ANEEMMILFER TRt E CIIE 2 IRBIHJRIEMIMIC I 235104720 R
VAT AOBEAMERHIFTH D, HEB I EE THEE SN 3 RELHIRIEHIFIEEN
Rt BAOT=2 VTR ToNDd [T74a—T 7« 7x2—X| Thol=h, HIRIC
BMOLABELTREY, Bk 7 0 TEERE A7 o—X] EREINTWS,

B 3B HIRBEIMS, BIEMD [Tra—T v 7« 7x2—X| INLHE2ERED EA
T x—X] ICREIN-HAIZILLTO LB TH D,

v 2 IREHIYRIBRCRRIR Y 7 FXeroD F L—= 1 Z OHFERI L R BRIC LY

Hhole (BERIEE., Wik, "RLh—r, FEE) O+okhL—=2270

HkZp o7z

TH~8HIIE Y — « =X UIZEAT D20, C/POFRREEXDF EASINT

X WAREME N B o 72728

® 7TH-8HIFEY— =X Wl BIFEERELR—FDT v KT A 2,
B, 7~ U KUBOTEEMED —FF EATIN TE 720 AREMEN S X

° AL T UL DOPRAE EBEFHIOW TORNWEGR L~V LR Y 7 K
~OANEI

° AH T DIFEREINIE L D E N H D FFICEFHFEIC VW) —#IHA
THERIZHE LI DT A Z o AN

FRAEER, C/PRELEIRE=H) VT HITZHRETIT W EBEMAZEHIE L, FR
FL A7 LD0JT (On the Job Training) A& HIZHE LMW LR, bbb ETPES
ATV SIRBIMIREMB CIT O E 1 RE=F U o 7135 A IRBIHRIE TI7 5 2 L1277

ST,

% 3 WEHIREHIIC BV COE T T OM@Y Th 5,
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YIEGE LG 7ELL (&F158) ICER, 7BEFEBOTEROBEXERUL
Eai—D=oHIEmEht-,

AR : FHKEXTEDTRANELY |YIRITT XeroD"OJT'(2&EH, [DE2RIRHIRERITIREY TR Xero
ZFOEZAVTERDLIZT [FETADOBE, EIEE=4) |DN—Z0F DHERNEMN =10
e U EF Ty HIEEARBMIRER | T AN — = T ARG ot
12T, @7A~8BIFEC— L —XUIZZA
I 516, C/P StaffDFFIEERXDEH
EAARTELRNTREMELHD

= 17 o7k BARAERIRE (FL—2T & TFRDOEFEEM. —EMOEL )
BOTXENESE), OFEBROB®RIE. BEATIERETH
5128, FEIREEE R EENIRY
HZ.E-JUSTHIDC/PIZEBHLTER
DOJTHREEB KR TITICLITH 1z

SMEH(E |FEFTSEFEORTLNDLT|2 EJUSTEE BEBE&R— [Boni-FELERIZELY,
E) : DARE, IN—=\(H—)

(3) ¥EFEFEHIZB T HES
B FEREFHE BV TCA 7 2 — X CIE FTEOIEETETH D,
VAT LR E

BER AR EIZNOYHE E%%m BRtEIRE (RE—T 47 « RT U R) OEHE DR
2 A AEJUSTES A A & sl

C/P BRELIA OFFE
REBLY 7 N WA SO CHHE S El, 7o, BRI SE AR bR A
DRFHLI I () (BT B BB 2175

WATZ >~
PR A TORBEEADFFEEZI TV DD, BEFV AT LOWATA 2TV, T—H AT) -
RLEE D IEMelE 2 WeZR 5,

BOT (Board of Trustees)$&H!FH o A ¥ ZE G B g B o0 (i S b2
E-JUSTYERR OBOTES# B J O\ it A 058 L. HRMB S 2479,

(4) ZEBFEHOFEFE - s
MEANT7 =—X] ThDHHE 2RBHIREFMICB W TERERIILL TO®EY Th 5,

IR AT AAHARR TE O (i & 3% 8
C/PIZXId 5 384 L FHIHE

HEE s AT AHE

A FFRAFTHEAMBICEE T 5 A & Ak

®  GrESMEE) EEEERFUH~=2 T VKRN L —=7

®OO

FREAEEITEA SN DRI AT L OO, BEF, WIS LB ST
27



oY

3 REHIRERIRIC B W TIXERERKIIUT OB Th 5,

® E-JUST C/ P~RHLY 7 b & BATHEFDO0IT M L—= VT ELT

@ FRRHESTR AR CTORBIALEFEY AT LA (HeE®H) Lot Ao R
H— |k

® BOTEEMER 12

<BEHO - HREIXT LOHREOUENM LRE>

HREE S AT DI EDOMLBERME LTCC/PED T 4 — RNy Iy gl L Tk
RSB~ =2 7 VORI, BETZROEFR H Okt BRI O ALK O
Y27 AOMERE IR EEZIT- T2,

EJUSTOBS AR N E M iR m & 2 E 2 b ik L Fe#t ZEJUSTORERIEN R LA
BlIZE o7, MIEEEOERTER bEE L, JICAHEMEINMEROBAETEROBEFRH &
DRI A BT A4 DN TDT 4 ATy va U RVEE, BEEEEIZOWTORERHO
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e . BE I ITE| HAXUHTA 0.2
SR R Az i 3 — . 0.73 0.73
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A PRel A PRe2 A PRe3
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1. Background and Basic Implementation Policy

1.1 Background

The university management of EJUST is currently in its development stage. To improve and

strengthen the accounting process of EJUST, with the start of the new fiscal year at 2013 July

a new accounting method system (accrual basis) shall be introduced. For the introduction and

the parallel run of both system, external expertise and assistance had become necessary.

The JICA expert shall provide the expertise on the introduction of the new accounting method

and provide capacity building training to E-JUST C/P accounting officers to enable them to be

able to utilize the new accrual basis accounting in an effective and efficient manner without

outside support.

1.2 Objective

The objective of this project is to provide technical advice on the introduction of the new

accrual basis accounting to C/P accounting officer, provide assistance in preparing Accrual

Basis Accounting Reference Manual, prepare training based on the Accrual Basis Accounting

Reference Manual and foremost, through monitoring activities provide capacity building

training to E-JUST C/P accounting officers to enable them to be able to utilize the new accrual

basis accounting in an effective and efficient manner without outside support.

1.3 Basic Approach

As mentioned above, the foremost objective of this project is to provide capacity building

training to E-JUST C/P accounting officers to enable them to be able to utilize the new accrual

basis accounting in an effective and efficient manner without outside support. Thus, the major

characteristic of this project is capacity building/skill building of the current accounting human

resource. The accounting software is only a system and the benefit that can be reaped from it

is dependent on the EJUST C/P officers’ capacity.

Based on the Kaizen (improvement) project experience of the JICA Experts from iCube, Co.

Ltd., for a newly introduced accounting method to be able to stabilize and stick, it is important

that kaizen (improvements) on 3 factors should be focused: 1) people, 2) process and 3) IT

system. The most important element that should be considered for “human factor” is the
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stakeholders understanding of the new accrual basis accounting method and motivation is

already which has already being confirmed to some extent during the training session at

Ritsumeikan University, in this project period the focus shall be on the actualization of the

improvement of the process and the IT system. (Design Phase)

Further for the “human factor”

a)

b)

Provide technical advice on how to introduce the new accrual basis accounting to the
current university management process and how it should be reflected in the system in an
efficient manner (Introduction/Installation Phase) and

Define the skill needed for the operation and management and through the actual
operation provide a technical transfer which shall act as an on-the-job-training (OJT).

(Follow-up Phase)

The JICA Expert shall conduct the above guidance in an efficient and effective manner and

aim to provide practical knowledge transfer.

For the selection of the accounting software, 1) multi-currency and 2) multi-user will be one of

the important selection criteria. Software function that enables to collect information for

budgeting and monitoring analysis shall be also considered.

At private sector, the conversion timing of cash basis accounting to accrual basis accounting

is commonly done at term end or year end. However, for the new accrual basis accounting to

stabilize, putting to consideration the current workload of the EJUST C/P, it is recommended

that at the initial start of accounting software operation the transaction should be inputted at

the time of generation of transaction until the process is stabilized.
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2. Methodology

As stated in Chapter 1, the project involved 3 phases: 1) Design Phase, 2)
Introduction/Installation Phase and 3) Follow-up Phase. The Details of each phase is as
follows:

» Finalizing the account treatment rule
» Shortlisting and selection of software
» Preparation of Accrual Basis Accounting Reference Manual

»  Setting of system’s initial configuration
» Training of C/P officers

Install > Parallel Run

»  Monitoring audit
» Continuous training (account treatment, utilization of

Follow-up accounting figures)

<Design Phase>

Finalizing the account treatment rules

Collect information concerning accounting process and understand the current situation and
issues facing EJUST. Review the current accounting process (cash basis) first and then
design, consolidate and finalize chart of account for accrual basis accounting (focusing on
adding accrual basis accounts). Prepare a mapping (conversion table) between the Cash
basis Chart of Accounts and the new accrual basis Chart of Accounts so both system are
coordinated appropriately.

System Selection

Discuss with C/P accounting officers what type of accounting software to be installed and
assist in shortlisting and selecting accounting software. Review accounting software and
provide advice on the installation and operation to C/P accounting officer.
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Preparation of Accrual Basis Accounting Reference Manual

Assist in preparing Accrual Basis Accounting Reference Manual. Also prepare Job
Description for the staff in charge of accrual basis accounting, This should include rules for

journal entry.

<Installation Phase>

Setting of system’s initial configuration

Assist in setting the chart of account and initial configuration. Confirm the assumption of
Starting Balance and General Policy with EJUST Audit firm.

Training of C/P Officer
Conduct training on how to use the accounting software. Witness the start of New Accounting

Method (Accrual Basis) introduction and provide appropriate technical advice on account

treatment (journal entry).

Parallel Run
Provide guidance on journal entry for New Accounting Method (Accrual Basis) while
conducting the parallel run of cash basis and accrual basis. Confirm the accuracy and

appropriateness of the data process and account treatment.

<Follow-up Phase>
Conduct monitoring activities by conducting regular monitoring audit (checking of voucher and
documents) and improvements activities based on the findings and analysis of reports

generated by the system.
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3. Work Schedule

The current study will start from middle of April 2013 to end of September 2013. The work

schedule is currently set as follows:
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Work Schedule

Year 2013

3

6

Understand the current accounting
process and related issues

Prepare, submit & present
"Implementation Plan (Japanese/English)"
to JICA HQ

L 1stweekof

EJUST BOT Meetingis at
March

HEN

J—

AP

Prepare, submit & present "1st Work Plan
(English)" to JICA HQ

Understand the current accounting
process and related issues through
inteniew of EJUST C/P officers.

Review current accounting method (cash
basis)

Design, consolidate and finalize chart of
account for accrual basis accounting

Prepare a mapping (conversion table)
between the Cash basis Chart of
Accounts and the new accrual basis Chart
of Accounts

Review accounting software and advise on
the installation and operation

Assist in preparing Accrual Basis
Accounting Reference Manual

1

o

Prepare Job Description for staff in charge
of accrual basis accounting

11

Prepare, submit & present "1st Mission
Progress Report (English)"

Rel

12

Prepare, submit & present "1st Mission
Progress Report (Japanese)"

Rj1

1

w

Prepare, submit & present “2nd Work
Plan (English)" to JICA HQ

WP

14

Prepare training based on the Accrual
Basis Accounting Reference Manual

UTs0 >

June
Fiscal

1!

3}

Conduct training C/P EJUST Officers

7T

is EJUST
| Year End

1

o

1

~

Confirm with EJUST Audit Firm the
assumption of Starting Balance and
General Policy

Witness the start of New Accounting
Method (Accrual Basis) introduction and
provide appropriate technical advice

18

Conduct training on journal entry for New
Accounting Method (Accrual Basis)

19

Prepare, submit & present "2nd Mission
Progress Report (English)"

A1

PRe

20

Prepare, submit & present "2nd Mission
Progress Report (Japanese)”

APRj|2

21

Prepare, submit & present "3rd Work Plan
(English)" to JICA HQ

O, 0

AWR 3

22

Prepare Monitoring guidance material for
New Accounting Method (Accrual Basis)

[

2

[N

1st Monitoring Period PDCA)

24

Prepare, submit & present "3rd Mission
Progress Report (English)"

-l

o
@
w

25

Prepare, submit & present "3rd Mission
Progress Report (Japanese)"

26

Prepare, submit & present "4rd Work Plan
(English)" to JICA HQ

s U

27

Prepare Monitoring guidance material for
New Accounting Method (Accrual Basis)

2

@

2nd Monitoring Period PDCA)

( EJUST BOT Meetingis a
Llstw

eekof September

t

famsi

2

©

Prepare "Final Report" (“4th Mission
Progress Report" shall be integrated in the
"Final Report")

30

Prepare, submit & present "Final Report"

nal

9/3
epo|

A
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4. Member Workload Schedule

The Team members

workload schedule is as follows:
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Member Workload Schedule

. Year 2013 MM
Firm Rank
2 3 4 5 6 7 8 9 Egypt Japan Total
- Geraldine Batoon | 12 Leader/ iCube, Co. 2 0.73 0.73 0.27 0.27 2.00 2.00,
% Accosunfttl:\’grpollcy = It;td.c ] [ .
[im| Naoya Sakamoto 0 a'e ube, Lo. 3 0.27 0.27 0.54 0.54
= Installation Ltd. [ ]
% Kazuyo Sone Accountmg/Soﬂw iCube, Co. 3 0.73 0.73 0.27 1.73 1.73
= are Assistance Ltd.
Total 0.8 0.66 1.73 0.54 0.54]  4.27 427
. Team Leader/ iCube, Co. 0.27 0.2
Geraldine Batoon 2 - - 0.2 0.2 0.23 11 1.1
§ Accounting Policy ] Ltd. [
S Naoya Sakamoto Softwa-re iCube, Co. 3 0.2 0.2
< Installation Ltd.
£ Kazuyo Sone Accountlhg/SOftw iCube, Co. 3 02 0.2 0.2 0.13 073 073
3 are Assistance Ltd. — —1 — —l
Total 0.27 0.4 0.4 0.4 0.56 2.03 2.03
A PRell A pRe2 A PRe3
Reports AlP& ARRj1 APRj2|  APRj3 9/30 Final
WP1 & WP2 & WP3 & WP4| Report A
[ . [ ENOEm | v a.21
Total Japan work 1 1stMission Japan work 2 2nd Mission Japan Work 3 3rd  Japan 4th  Consoliddti 2.03 2.03]
Mission Work 4 Mission on Worl 6.30
tegend | Egypt Mission [ ] Japan Work P Implementation Plan (Japanese/English) Pre Progress Report (English)
WP Work Plan (English) PRj Progress Report (Japanese)
A Report to EJUST, JICA Project Office and JICA Egypt A Report to JICA HQ FR Final Report
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5. Team Members and their Responsibilities

Team Members and their responsibilities is as follows:
Team Members and Responsibilities Matrix

Name

Geraldine
Batoon

Responsibility

Team Leader/
Accounting
Policy

Activities
*Owveniew of the whole project, project management, team management and external
&internal stakeholder management
«Contract management
As representative of team, lead the presentation, negotiation and coordination
- Quality check of report and consulting work and soliciting of feedback
- Collect and review supporting documents
- Conduct inteniew and walkthrough to stakeholders
‘Design, consolidate and finalize chart of account for accrual basis accounting
‘Prepare a mapping (conwersion table) between the Cash basis Chart of Accounts and
the new accrual basis Chart of Accounts
*Assist in Strategic Planning, reviewing and designing the architecture of the new
accounting method and the accounting software
*Assist in designing the architecture for the accounting software
= Assist in shortlisting and selecting accounting software
‘Review accounting software and advise on the installation and operation
‘Confirm the assumption of Starting Balance and General Policy
‘Witness the start of New Accounting Method (Accrual Basis) introduction and provide
appropriate technical advice
‘Provide guidance to C/P EJUST officers in charge of new accrual basis accounting
method
Improvement activities for the newly introduce accrual basis accounting and software
installed (PCDA)
‘Consolidation of reports
‘External Affairs and internal coordination

Naoya
Sakamoto

Software
Installation

Assist in Strategic Planning, reviewing and designing the architecture of the new
accounting method and the accounting software

Assist in designing the architecture for the accounting software

= Assist in shortlisting and selecting accounting software

‘Review accounting software and advise on the installation and operation

<Confirm the assumption of Starting Balance and General Policy

‘Witness the start of New Accounting Method (Accrual Basis) introduction and provide
appropriate technical advice

Improvement activities for the newly introduce accrual basis accounting and software
installed (PCDA)

‘Consolidation of reports

Kazuyo Sone

Accounting/Sof
tware
Assistance

- Collect and review supporting documents

+ Conduct inteniew and walkthrough to stakeholders

‘Design, consolidate and finalize chart of account for accrual basis accounting
‘Prepare a mapping (conversion table) between the Cash basis Chart of Accounts and
the new accrual basis Chart of Accounts

“Assist in Strategic Planning, reviewing and designing the architecture of the new
accounting method and the accounting software

Assist in designing the architecture for the accounting software

= Assist in shortlisting and selecting accounting software

‘Review accounting software and advise on the installation and operation

“Assist in preparing Accrual Basis Accounting Reference Manual

‘Prepare Job Description for staff in charge of accrual basis accounting

‘Prepare training based on the Accrual Basis Accounting Reference Manual

‘Confirm the assumption of Starting Balance and General Policy

*Conduct training on journal entry for New Accounting Method (Accrual Basis)
‘Witness the start of New Accounting Method (Accrual Basis) introduction and provide
appropriate technical advice

‘Monitor and conduct improvement activities for the newly introduce accrual basis
accounting and software installed (PCDA)

‘Consolidation of reports
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JICA Introduction of New Accounting Method to
EJUST Project

Purpose and Work Plan of the 15t Mission

4/16/2013
Geraldine Batoon Sakamoto
(Team Leader, iCube, Co. Ltd.)

1. Objective of the Whole Project

A capacity development program geared to the EJUST accounting and finance
staff to introduce the new accounting method (accrual basis) in EJUST and help
develop the EJUST accounting and finance staffs’ skill to effectively and
efficiently operate the new accounting method independently.

2. Outputs during the Project

Manual for the new accounting Method.
Training of New accounting Method.
Guideline for Monitoring New Accounting Method.

L 2R 2R 2

3. The objective of the First Mission

The Project involves three (3) phases:

I. Design Phase II. Introduction/ lll. Follow-up Phase
Installation Phase




R EFR JICA EJUST Project Work Plan for 1st Mission

The project is structured
according to the PDCA
(Plan-Do-Check-Action) Method
which is a four-step management
or problem-solving method used
in  business for the Kaizen
(“frequent  improvement”)  of
processes and products. This
method is used for production

management and quality control Fgurel: PDCACycle

and is also called "Shewhart g, o oo mnibiisukcomf200802taking frst-stepitrpdca i
Cycle” or “Deming Wheel”. The

cycle or wheel is composed by four (4) elements: Plan, Do, Check, and Act. The .
Design Phase is the “Plan Phase”; the Il. Introduction / Installation Phase is the “Do

Phase”; and the Ill. Follow-up Phase is the “Check and Act Phase”.

The First Mission is the |. Design Phase or the “Plan Phase”. The objective of this
phase is to design and prepare the foundation of the new accounting system to be
introduced.

In this mission, the following shall be conducted:

1) The rules and procedures of implementing the new accounting system (accrual
basis accounting) will be studied and recommended to enable the parallel run of the
cash basis accounting system and the accrual basis accounting system from the
next fiscal year.

2) Shortlisting and recommendation of new accounting software.

3) Preparation of Manual for the C/P Staff to refer to when conducting the parallel run
of the cash basis accounting system and the accrual basis accounting system which
includes Job Description of the C/P staff in charge. (This is not a traditional
Accounting Reference Manual but aims to guide the C/P staff on how to convert the
cash basis accounting data to accrual basis accounting data). This shall include
the general rules of Journal Entry also.
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3.1. Preparation for the introduction of the New Accounting
Method (Accrual Basis) and the installation of the new accounting
system.

a. Understand the current accounting process and related issues through
interview of EJUST C/P officers.

€ The current plan for EJUST from JICA.

€ The current plan for EJUST from EJUST Officers.

€ Review of organization structure.

€ Review of Manpower plan.

€ Review of current accounting process and procedure of EJUST.

€ Review of monthly, quarterly, annual (inclusive of closing) accounting
process.

€ Review of annual plan for accounting related process.

€ Review of accounting software system, if applicable.

€ Review of current Chart of Accounts, ledgers, forms and what journal

entries are used.
€ Overall situations and issues that EJUST faces.
€ Role of related department and staff.
€ Requirement for system.

b. Understand the current accounting process and related issues through
interview of EJUST Auditor.

Current accounting process of EJUST.

Monthly, quarterly, annual (inclusive of closing) accounting process.
Current Chart of accounts and what journal entries are used.

Overall situations and issues that EJUST faces.

L 2 2R 2R 4

3.2. Preparation for the selection of the new accounting Software
to be procured by EJUST

a. Define the Selection Criteria based on:
€ Criteria selected by JICA expert based on accounting perspective.
€ The current plan for EJUST.
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€ Requirements of EJUST based on interview of accounting/financial
department.

€ Actual situation of EJUST based on interview of accounting/financial
department.

€ Manageability of software system considering the appropriateness of
transaction size and available manpower.

4 Budget

b. Understand the standard accounting process and accounting system and
used in Egypt.

€ By interviewing other comparable universities.

€ By interviewing EJUST auditor.

€ By interviewing second party accounting firm.

3.3. Recommendation on the new accounting Software to be
procured by EJUST

Based on the defined selecting criteria, research of the standard accounting
system currently used in Egypt, considering the current situation of EJUST
accounting system, direction of EJUST, feedback of EJUST C/P Officers, actual
system requirement and budget, recommend a new accounting software.

a. Prepare a short list of accounting software.
€ Based on the selection criteria of 3.3.a.
€ Based on the interview conducted at 3.3.b.
€ Rank the accounting. Software based on selection criteria.

b. Prepare recommendation.

3.4  Assistance in preparing an Accounting Reference Manual and
Job Description of the staff in charge

a. Prepare a new Chart of Accounts for the new accrual basis accounting.
€ Review current Chart of Accounts and clarify the definition.
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€ Add accounts that are not reflected in the original Chart of Accounts,
mainly accounts based on accrual basis accounting:
v" Unearned income
v" Net Asset
v' Expense Account for Research, Academic (Instruction), Auxiliary
v' Depreciation
€ Prepare a mapping (conversion table) between the Cash basis Chart of
Accounts and the new accrual basis Chart of Accounts.

b. Assist in preparing a Reference Manual.

€ Review current accounting process of EJUST and study how the accrual
basis accounting procedure should be incorporated.

€ Review monthly, quarterly, annual (inclusive of closing) accounting
process and study how the accrual basis accounting procedure should
be incorporated.

€ Base on the “Accounting Skill standard” recommended by the Financial
Service Agency of Japan, document the Accounting process. In the
previous project, some documentations were prepared based on the
above. Update and improve the documentation.

*

Prepare the recommended “to be” process” in the format of flowchart.
Put into consideration manpower, workload and time schedule of the
accounting officer in charge.

Recommend items and guideline to be incorporated in Manual.

Review ledgers, forms and what journal entries are used and introduce.
If necessary, new forms shall be prepared.

Prepare sample schedule and list that should be prepared for reporting.

L 2 2R 2R 4

c. Prepare Job Description for the staff in charge
€ Review current procedure and the “to be” process.

€ Identify what skills should be needed and tasks to be done.
€ If applicable, identify the key performance indicator.
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4. Work Plan for the First Mission
Below is the summary of the Work Plan. Details of the activities to be conducted

is stated in the next section. The following schedule is subject to change
depending on the schedule of the interviewee.

EJUST- JICA Introduction of New Accounting Method Project 1st Mission Yersion 2013-4-16)

2013 Day Batoon Sone Sakamoto
4/19 Fri
Travel (Tokyo-Alexandria)
4/20 Sat
4/21 Sun JICA/EJUST Accounting Dept. Kick-off Meeting
4/22 Mon
423 Tue Conduct Interview and Walkthrough with EJUST C/P Staff and outside
institutions
4/24 Wed
4/25 Thu Preparation of Manual/Shortlisting of Software (Egyptian Holiday)
4/26 Fri Preparation of Manual/Shortlisting of Software (Egyptian Holiday)
4127 Sat Travel (Alexandria-Cairo) (Egyptian Holiday)
4/28 Sun Conduct Interview with outside institutions (Cairo) (To be confirmed)
4/29 Mon Travel (Cairo-Alexandria)
4130 Tue Project Presentation to EJUST President
Preparation of Manual/Shortlisting of Software
5/1 Wed Preparation of Manual/Shortlisting of Software (Egyptian Holiday)
5/ Thu JICA Project Office Update Meeting
EJUST C/P follow up interview and feedback session
5/3 Fri ) o ) }
Preparation of Manual/Shortlisting of Software (Egyptian Holiday)
5/4 Sat
5/5 Sun EJUST C/P Follow up interview and feedback session
5/6 Mon Finalization of Manual/Shortlisting of Software (Egyptian Holiday)
5/7 Tue Finalization of Manual/Shortlisting of Software
5/8 Wed JICA Project Office update meeting
Finalization of Manual/Shortlisting of Software
Submission and presentation to EJUST the First Mission Progress Report
5/9 Thu .
Departure from Alexandria
5/10 Fri Arrival at Tokyo
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Week 1 (4/21, Tokyo-Alexandria-Cairo)

(Batoon and Sone)

Day 1 (4/21)

a. Kickoff Meeting with JICA Project Office and EJUST Accounting/Financial
manager to explain about the Work Plan /Implementation Plan report.

L 4
L 4

¢

Comments and Discussions.

The current plan for EJUST, project expectation and thought of what
kind of system to be installed from JICA.

The current plan for EJUST, project expectation and thought of what
kind of system to be installed from EJUST Officers.

Requirement and Budget of Accounting Software.

Receive briefing about the current structure of Accounting Department
and plans and issues that EJUST faces in terms of accounting
process.

Listing of key persons, other contacts that we should talk to, and
explanation on the past efforts.

Suggestions on who to meet and setting of schedule (refer to Day
2-4).

Day 2 (4/22)

a. Conduct Interview and Walkthrough with the following Division.
1) 9:00-12:00 am

Accounting (Manager, 2~3 hours)

Discuss the following:

Organization structure.

Manpower plan, workload.

Job Description.

Key performance Indicator.

Current accounting process and procedure (specifically sale,
purchasing, inventory, warehouse, fixed asset).

LR R 2B 2R 2
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¢

Monthly, quarterly, annual (inclusive of closing) accounting
process.

Annual plan & schedule for accounting related process.
Reports provided to management.

Accounting software system, if applicable.

Overall situations and issues that EJUST faces.

Role of related department and staff.

Requirement for system.

Comments, suggestions and feedback.

L2 2R 2B 2% 2R 2 2

2) 13:00-15:00 pm
Purchasing (Manager Level, 2 hours)

Discuss the following and conduct Walkthrough:
Organization structure.

Manpower plan, workload.

Job Description.

Key performance Indicator.

Current process and procedure.

Annual plan & schedule for accounting related process.
Fixed Asset.

Reports provided to management.

Software system, if applicable.

Overall situations and issues that EJUST faces.
Role of related department and staff.
Comments, suggestions and feedback.

L 2B 2R 2B 28 2B 2% 2R 2% 2R 2% 2R 4

Day 3 (4/23)

a. Conduct Interview and Walkthrough with the following Division.
1) 9:00-12:00 am
Accounting (Manager, 2~3 hours)

Discuss the following and conduct walkthrough:
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€ Current Chart of Accounts, ledgers, forms and what journal
entries are used.

€ Conduct walkthrough of accounting process and procedure.

€ Conduct walkthrough Monthly, quarterly, annual (inclusive of
closing) accounting process.

€ Conduct walkthrough on how schedule is prepared.

€ Discuss further about current Chart of Accounts and what journal
entries are used for what situation.

€ Discuss how the new accounting system is to be introduced and if
applicable, provide advice on how the new accounting software
should be introduced.

€ Comments, suggestions and feedback.

2) 13:00-15:00 pm
Payroll (Manager Level, 2 hours)

Discuss the following and conduct walkthrough:
Organization structure.

Manpower plan, workload.

Job Description.

Key performance Indicator.

Current process and procedure.

Annual plan & schedule for accounting related process.
Reports provided to management.

Software system, if applicable.

Overall situations and issues that EJUST faces.
Role of related department and staff.
Comments, suggestions and feedback.

L 2R 2R 2R 2% 2R 2% 2R 2% 2B 2R 2

Day 4 (4/24)

a. Conduct Interview and Walkthrough with the following Division.
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1) 9:00-10:30 am

2)

3)

Warehouse (Manager, 1 1/2 hours)

Discuss the following and conduct walkthrough:
Organization structure.

Manpower plan, workload.

Job Description.

Key performance Indicator.

Current process and procedure.

Annual plan & schedule for accounting related process.
Reports provided to management.

Software system, if applicable.

Overall situations and issues that EJUST faces.
Role of related department and staff.

L 2R 2R 2B 2% 2B 2% 2R 2% 2R 4

10:30-12:00 pm
Engineering Team (Team handling fixed asset) (Manager level, 1 1/2
hours)

Discuss the following and conduct walkthrough:
Organization structure.

Manpower plan, workload.

Job Description.

Key performance Indicator.

Current process and procedure.

Annual plan & schedule for accounting related process.
Reports provided to management.

Software system, if applicable.

Overall situations and issues that EJUST faces.
Role of related department and staff.

L 2R 2R 2B 2R 2R 2% 2R 2% 2R 4

Afternoon
Auditor of EJUST

Discuss the following :
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R EFR JICA EJUST Project Work Plan for 1st Mission

4 Current accounting process of EJUST.

€ How financial statement is prepared and the assumption.

€ Explanation of each item and notes on the financial statement.

4 Monthly, quarterly, annual (inclusive of closing) accounting
process.

@ Current Chart of accounts and what journal entries are used.

@ Overall situations and issues that EJUST faces.

€ What system are used regularly in Egypt and Egyptian university.

€ What should be considered when conducting bookkeeping of
Egyptian universities and what software is recommended to use.

4) Afternoon
Alexandria University

Discuss the following

4 Current accounting process.

€ How financial statement is prepared and the assumption.

€ Explanation of each item and notes on the financial statement.

4 Monthly, quarterly, annual (inclusive of closing) accounting
process.

@ Current Chart of accounts and what journal entries are used.

@ Overall situations and issues that EJUST faces.

€ What system are used regularly in Egypt and Egyptian university.

€ What should be considered when conducting bookkeeping of
Egyptian universities and what software is recommended to use.

Day 5-6 (4/25-26) (Eqgyptian Holiday)

a. Preparation of Meeting, drafting of Chart of Accounts & Manual
Materials and Shortlisting of Software.

Day 7 (4/27) (Eqyptian Holiday)

a. Travel to Cairo
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Week 2 (4/28-5/2, Cairo-Alexandria)

(Batoon and Sone)

Day 1 (4/28)

a. Conduct Interview and Walkthrough with the following Institution.

1)

2)

Egyptian American University

4 Current accounting process of EJUST.

€ How financial statement is prepared and the assumption.

€ Explanation of each item and notes on the financial statement.

€ Monthly, quarterly, annual (inclusive of closing) accounting
process.

€ Current Chart of accounts and what journal entries are used.

@ Overall situations and issues that EJUST faces.

€ What system are used regularly in Egypt and Egyptian university.

4 What should be considered when conducting bookkeeping of
Egyptian universities and what software is recommended to use.

Accounting Firm

€ Current accounting process.

€ How financial statement is prepared and the assumption.

€ Explanation of each item and notes on the financial statement.

€ Monthly, quarterly, annual (inclusive of closing) accounting
process.

@ Current Chart of accounts and what journal entries are used.

@ Overall situations and issues that EJUST faces.

€ What system are used regularly in Egypt and Egyptian university.

€ What should be considered when conducting bookkeeping of
Egyptian universities and what software is recommended to use.

Day 2 (4/29)
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a. Travel to Alexandria.

Day 3 (4/30)

a. 9:00 — 10:00 am
Project Presentation to EJUST President.

€ Explain objective of project, implementation plan and progress.
€ Introduce the newly arrived members.

b. 13:00-17:00pm
Drafting of Chart of Accounts, Manual Materials and Shortlisting of
Software.

Day 4 (5/1) (Egyptian Holiday)

a. Drafting of Chart of Accounts, Manual Materials and Shortlisting of
Software.

Day 5 (5/2)

a. JICA Project Office Update Meeting.

€ Explain progress.

b. Consolidate Findings.

Day 6-7 (5/3-5/4)) (Eqyptian Holiday)

a. Consolidation of findings, Drafting of Chart of Accounts, Manual
Materials and Shortlisting of Software.
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Week 3 (5/5-5/10, Alexandria-Tokyo)

(Batoon and Sone)

Day 1 (5/5)

a. Follow-up Interview & Feedback Session with EJUST C/P staff.

Day 2-3 (5/6-5/7) ( 5/6 Eqyptian Holiday)

a. Finalization of Drafting of Chart of Accounts, Manual Materials and
Shortlisting of Software.

Day 4 (5/8)

a. Feedback Session with JICA Project Office.

b. Feedback Session with EJUST C/P staff.

Day 5 (5/9)

a. Progress Report presentation to JICA Project Office & EJUST
Management.

b. Travel (Alexandria-Tokyo). Departure from Alexandria.

Day 6 (5/10)

a. Arrival at Japan.
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<PRICING>
Corero PS
Resource Financials

Accounting Package
o o 0 o

Sage 200
Suite

Intuit UK QuickBooks
Category Q

Description

Software Type
System Pricing

0.0 - 0.0 O
0.0 - 0.0 O O
0.0 - 0.0 O @) @)
0.0 - 0.0 O

0.0 - 0.0

0.0 - 0.0

800+

Accounting P

5 user (US) USD5,000

UsbD39/M

Softare cost only (UK Ver)
USD 2,800
add Licence USD 1,210 No setup fees,
fees or cont
User license Unlimited u
Unlimited cus
suppor

stz Corero . PS. Sagg 200 Intuit UK QuickBooks
Resource Financials Suite
Description
Software Type Accounting Package
System Pricing (@) (o) (o) (@)
0 - 1.6
1.76 - 16 O
176 - 40 O O
416 - 80 O O O
816 - 160 O
161.6 - 400
400 - 800

800+

5 US) USD5,000
Software cost only user (US)

Accounting

USD39/M

iUK Veri USD 2,800

1.76 - 16
17.6 - 40 o)
41.6 - 80
81.6 - 160
161.6 - 400
250+

Add Licence USD 1,210 | No setup fees,

fees or cont

User license Unlimited u

Unlimited cus

suppor
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<COMPARISON 1>

Corero PS Sage 200 Intuit UK
Category . . . .
Resource Financials Suite QuickBooks
Description
Accounting | A
Software Type ERP ERP ERP package |

System Pricing (©)
0.0 - 16
1.8 - 16.0 O
17.6 - 40.0 @] O
41.6 - 80.0 O (@) (@)
81.6 - 160.0 @]
161.6 - 400.0
400.0 - 800.0
800+
5 users (US)
Softare cost only L:EES\’/Z?? us
USD 2,800
1.8 - 16.0
17.6 - 40.0
41.6 - 80.0
81.6 - 160.0
161.6 - 400.0
250+
Nc
up¢
add Licence
User license USD 1,210 Un
System Requirements @) o O
MS Access O
Btrieve / Pervasive
IBM DB2
MySQL ©)
MS SQL Server O @] O
Oracle O
Sybase O
Visual FoxPro
Web-based O
MS DOS
MS Windows - Desktop O o @]
MS Windows - Server @] (@) O
Mac OSX
Linux
UNIX/AIX/ULTRIX
Solaris / Sun
IBM OS/400
IBM OS/390 - MVS
Web-based @] (@)
Windows Mobile
Symbian
iPhone

Local in-house server @] @)
External web-interface
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Corero PS Sage 200 Intuit UK
Resource Financials Suite QuickBooks

Category

Web-server

Application Development

Definable fields o)
Definable Screens o)
Definable Workflow processes (o)
Import templates o)

00000

External integration module @) (@)

External web-gadgets - google web-clips

Web-senices API o) o)
XML Interface (o)

Consultancy

Installation

Integration with existing systems
Specialist Application Development
Training

Support - Senvice Level Agreement (SLA)
Product maintenance / upgrade

0000000
0000000
000 00O

11-25
26 - 50
51 - 100
101 - 500
501 - 1,000
1,000 - 10,000
10,000 +
Cloud Computing

00000
0000
000

(0]
o
o
(0]

Local in-house backup

Import data capability e}

Integration with o)
Bank accounts (o)
In-house server applications
Web-site shopping carts (@)

Terminal emulation
Finance & Accounting

Inwicing - (independent of SOP)
Bulk inwoicing
Discounts - early settlement
elnwoicing
Factoring
Local product / senice masterfile
Periodic
Subscriptions
Deferred Income
Receivables
Application for payment
Instalment payments
Posting to Income Recognition Periods
Posting /allocation to HO/Region/Subsidiary

O O 00000000000l
OO0OO0OO0OO0000OO0O0OO0OO0O0O 0
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Corero PS Sage 200 Intuit UK

Category Xero

Resource  Financials Suite QuickBooks

Reporting - see Financial Analysis / Reporting @)
Standard Business Processes

Sales Inwice to Receipt

Sub-ledger transactions approval and post

Commitment Accounting
Link to GL Budget
Payables
Document Management
Inwice scanning - ICR / OCR
Invoice archiving
elnwice archiving
Unauthorised inwice register
Supplier functions
Multiple addresses - inwice/remittance
Remittance Advice - by e-mail
Standard Business Processes
Workflow
Authorisation Limits
Authorisation Routing
Inwice linked to P.Order
Inwoice total - definable tolerances
Diary - tasks
Purchase-to-Pay
Sub-ledger transaction approval and post
Expense to Inwice
Requisition to Receipt of goods / senices
Supplier registration to account approval
- Nominal Ledger / General Ledger | o | o | o | o | o |
Account Structure (e} O
Account structure change - post implementation
Multiple Charts of Account
IFRS / GAAP
France - Plan Comptable
Multiple Companies
Activity-based Costing
Budgeting
Journals

(o)e)e) o) [eNeXNeXe)

[oXe]

O0O0O0O000 00000000000
(o)(e}

0000000 00000000000
)

[o)(oXe)
@)

00000
[eX(eXe)

Apportionment journals

Authorisation Routing

User / management authorisation limits
Multi-company

Add / delete companies

Inter-company journals
Multi-currency

Transaction Currency

Multiple reporting currencies

Month-end revaluation

Multi-currency exchange rates - defined by date.
Period Admin

Definable period calendar

Future period posting

Previous period posting

Previous year posting
Reporting - see Financial Analysis / Reporting

0000000000 OO0 00000
O00000000000OO0OO0OOOOOOOO OO0

OC00000000O00O OO0
OCO000000000O0
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Corero PS Sage 200 Intuit UK

Category Xero

Resource  Financials Suite QuickBooks

Standard Business Processes o)
Budgets to Approval
Sub-ledger transaction approval and post
Period-end close to Financial Reports o)
- AssetManagement/FixedAsse,s | o | o | | o | o |
Integration
General Ledger / Nominal Ledger
Purchase Order Processing (POP) Purchasing
Accounts Payable
Project Accounting
Master File
Related information - free text
Document Management
Depreciation Method
HP / Rental / Lease processing
User definable depreciation patterns
Indexation
Modified Historic Cost
Residual Value
Grant amortisation
Depreciation simulation
Graphical scheduling
Planned Maintenance
Processing
Addition / transfer / disposal
Bulk up-loads
Revaluation
Relife
Standard Business Processes
Receipt to Assets
Assets to Depreciation
Asset Purchase to Maintenance Plan

(o)e]

(NOTE:
There is a
standalone
FA system)

OO0 O 00000000

00000000000 0000

0000
0000
o000 O 0O

Bank Reconciliation
Importing Bank Statement data
Cash-Flow forecasting
Inter-company transfer
Integration
Accounts Payable
Accounts Receivable
General Ledger
Payroll
Multi-currency / Foreign Bank Accounts
Inter-bank transfer
Standard Business Processes
Bank Statement to Cash Allocation

(o)e)
[o)e)

0000000 00O
OO0 0000000
OO0 0000

OO0 0O0O0O0

Definable reporting structures
Elimination entries
Journal entries / adjustments
Mapping
Different Accounts structures
Different year-ends
Multi-currency
Base currency conversion

OO0O00000O0
o0 000 O
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Corero PS Sage 200 Intuit UK

Category Xero

Resource  Financials Suite QuickBooks

O

Definable currency reporting
Partial Ownership

O

Cash-flow Forecasting
Consolidated Customer / Supplier Reporting
Dashboard
On-screen enquiry
Customisation
Definable columns
Definable fields
Definable search criteria / filters
Drill-down to transaction entry
Drill-around - GL to AP/AR
Export - spreadsheets
Graphs
Reporting
Definable Balance Sheet
Definable Profit / Loss
Reporting Hierarchies
Standard Business Processes
Period-end close to Financial Reports

O00000O00O0O0O0O0OO 0O
000000 0000000000

00000000 0000

000000000 0000

Link to Job Costing / Project Costing
Link to Professional Senices Automation

(@)

Electronic Filing
Online VAT 100 Return
Online EC Sales List filing
Online Rewverse Charge Sale
Online Intrastat filing
VAT Schemes
Cash accounting O
Retail schemes
HMRC VAT Accreditation
Partial exemption
Partial recovery
Sales & Distribution

00000
00 00O

Back-to-back order processing
Customer price lists
Document management
Integration
Sales Ledger / Accounts Receivable
Inventory / Stock Control
Inwoicing
Bulk Inwicing
elnwicing
Factoring

000000000 0OL[EIo O
0000000 0OL[EIOo O
00000 000«

Tenders
Real-time multi-location stock enquiry
Standard Business Processes
Order to shipment
Order to drop shipment
Customer return to settlement
Web-site Integration

[o)e)
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Category Corero PS Sage 200 Intuit UK Xero

Resource  Financials Suite QuickBooks

Customer Satisfaction Sunveys

Check stock availability

Debit / Credit Card payment integration

Delivery charge calculations

Integration with
Integration with accounting system
Sales Order Processing System
Integration to payment system

Maintain online catalogue from stock control

Online trade account pricing

PAF / postcoding

Realtime inwice preparation

Commitment Accounting
Funds checking
Link to GL Budgets
Contract management
Document management
Requisition Tracking
Purchase Orders
eOrders
Blanket orders
Call-off orders
Consolidated Orders
Supplier functions
Catalogue management
Link to supplier web-site
Punch-out - Supplier Marketplace
Supplier Product File
Standard Business Processes
Forecast to Order
Request for Quotation (@)
Purchase to Pay
Supplier return to settlement

@) (@)
(o)) (@)

0000000000000 0O0O0
O 0000 O

Assembly
Bar Coding
Batch / Lot traceability
Bill of Materials
Multiple stock locations o)
Serial Number Tracking
Standard Business Processes
Product costing to Inventory valuation
Inventory count to reconciliation
Plan to replenish
Touch Screen Capability
- Wwarehousing | | o | |
Bar coding
barcode wands
handheld scanners
printing
mobile solutions
stock counting
Picking Lists e}
RFID - Tagging

(o))
0 0000 O
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Corero PS Sage 200 Intuit UK
Resource  Financials Suite QuickBooks

Radio Controlled Selection N [ R

Category

Billing (@) (@) o)
Estimating O O
Product Catalogues o)
Time / Attendance Recording o) e o)
(©) (©)

Human Resources & Payroll

Holiday request
Link to Payroll
Self Certification
o Pyol . 1 o | | o | | |
Definable Pay Formulas
Employee Expenses
Employee functions
Attachment of Earnings
Automatic Increments
Employee record - shared with HR
Multi-post NI
HMRC functions
HMRC Accreditation
in-year electronic filing
End-of-year - electronic filing
Local Council Pay Spines
Payment types
Multiple Bank Accounts
Multi-currency
Pay simulations

00O

OO0 00000000000

Absence & Holiday Recording o)
Rostering

Scheduling

Self-senice Portal o)

Shift Management
Shop Floor data Capture
. Worklow ... | o | | |
Dashboard
Expenses
Recruitment
Salary Planning
Training
Project management
Appointment Management
Billing
Fixed price
Time & Materials
Milestones
Link to Product File
Budgeting
Calendaring and Scheduling
Capital Project Analysis
Document management
Estimating
Flowcharting
Job Costing

‘

O00000O (9

O 00000000000
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Corero PS Sage 200 Intuit UK

Category Xero

Resource  Financials Suite QuickBooks

Formula-based costing
Costs by resource-type
Costs by Employee Grade
Ovwerhead elements
Knowledge Management/Sharing
Opportunity Management
Practice Management
Project Accounting
Project Planning
Project Portfolio Management
Project Scheduling
Resource Management
Risk Management/Assessment
Staff Utilisation
Time and Expense Management
Employee clocking systems
Flexi-time
Integration with
Link to skills database
Link to MS Project
Link to Purchasing
Link to Accounts Receivable
Link to Payroll
Link to HR
Standard Business Processes
Workflow
Approvals
Inwoicing
Project chasing
Time Sheets
Graphical scheduling
Project Budget to Project Resourcing
Project Resourcing
Collaborative Project Change Control
Project Expenditure to Revenue Recognition
Analysis to Project Closure

Specialist Applications (o) [o)

Student Records
Course enquiry
Admissions
Enrolment
Course provision
Fees
Billing
Examinations Management
Timetables
Course Administration
Attendance Register
Work-based learning
MIS Return - ILR
Staff Timetables
Staff self senice portal
Student Register
Student SMS Follow-up

O 00O OO 0OO0OO0OO0O
(o)e)]

000

O 00O 0000000

o

(NOTE: PSF
has a SIM
module)

O0000000000O0O0O0O0OO0O0
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Corero PS Sage 200 Intuit UK

Category Xero

Resource  Financials Suite QuickBooks

Estate Management
Grounds maintenance
Accommodation
Integration
CRM
Financial Accounts
HR
Payroll

(NOTE: PSF
has a SIM
module)

OO0OO0OO0OO00O0O0

Donations Management
Fund accounting

Fund raising management
Gift Aid Declarations

Configuration
Process Analysis Hierarchy
Process Escalation HierarchObjectives Hierarchy
Asset Hierarchy
Asset Hierarchy
Financial Accounts Hierarchy
Automatic Alerts
Risk Identification
Knowledge Base
Risk Suneys
Control Sunveys
Risk Assessment
Opportunity
Financial Year Modelling
ROI
Risk Mitigation
Fallback
Plan
Waterfall Charts
Provision Management
Analysis & Reporting
Monte Carlo Simulation - Cost
Monte Carlo Simulation - Schedule
Sensitivity Analysis
Provision Management
Risk Adjusted Gantt Chart
Features
Multi-language Support
Roll-forward Capability
Risk Adjusted Balance Score Cards
Interactive Charts
User security clearance
Security
Project Access Security
- Backup&DisasterRecoey ®@® | [ | [ | |
Monitored Senice
Virtualisation
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<COMPARISON 2>

Particular Corero Resource PS Financials Sage 200 Intuit UK QuickBooks
Suite
Setup fees Included in USD 1,100 Non¢
contract
Upgrade fees or Yes Yes Yes Yes Nont
contracts
Users Limited/Additional cost Limited/Additional cost Limited/Additio Limited/Additional cost Unlimi
nal cost
Customer Support - - 1 Year 1 Year unlimited Unlimitec
Unlimited Free (USD 500)
Description Major player in Academic Accounting package. Major player in Academic Accounting package. - Academic [Mostpopular accounting package (ex. |Mostpopular cloud ty
600 academies in UK uses '+500 academies in UK uses Packages UK) package (ex. UK)
Sage 50 & 200
- Multi-user
Training - - 4 Days Free Additional Fee Free On
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RIRERG FREORTL-a— ) AMETE AEWREH

ERP
Specialized System -
ERP Type with Core Modules:

Standard Accounting Package
Standard Accounting Package

Customization

Customization possible (

Limited customization

Function

More function but to have specialized function have
to buy additional core modules related to the
function you would want

Basic function

Installation Time

1~6 months

1~3 days

Software Cost only

Over USD 10,000.00

> USD 5,000 (5 users)

Availability of
Consultants for
installation &
development

Limited. Specialized team of consultants needed for
implementation but they are based outside Egypt.
Cost prohibitive & time consuming

JICA consultant can help in installat
and setup of software

Implementation

Customized so development time, installation time
& training time long)

Standard procedure & limited customiz:
installation quick. Function limited so trair
short

Will involve all accounting related procedures to be
involved and will need to redefine workflow and
remake all procedures such as purchasing dept. to
inputinfo (time consuming & learning curve, long
training hours on how to use the system needed)

Work flow involves only input when recordii
entry so limited hours of training & less wc
the staff.

Infrastructure In-house server & LAN network needed Dedicated Workstation only neede
Particular Standalone/ Computer installed system Cloud
License License tied to one computer - if computer crashes, License based on user so can move frc
need to by new license. station to another
Infrastructure Need extra infrastructure such as workstation No need of dedicated workstation & backu
dedicated for the software. Back up system and and hardware
hardware needed for if the computer installed with
software crashes, the data also is deleted.
Anti-Virus Need anti-virus No worry of anti-virus
Security Security dependent on local IT environment & High security, only have to worry about pe
password management needed management
Particular Intuit UK QuickBooks Xero
Multicurrency (@) (@)

Have to manually input FX rate and manually
calculate FX gain & loss and its difference

FX Realized gain/loss automatically calcul
fX rate website (using buying rate:

Report

Excel & Txtfile only
Can only change parameter

Excel, TXT & PDF
Can modify report & add field

Bank Reconciliation Manual If upload bank statement PDF, can rec:
automatically

Integration with other No Yes

|system

Data Directly encode only Can directly encode POP (cash movement
CSVfile and import template

Infrastructure Have to install software to computer. Webhosting so no need of installing sa

Upgrade Yes with Upgrade Fee Upgrade Free / System always up-to

License 1 person 1 license Unlimited users

Backup Manual need hardware Automatic

Technical support 1stunlimited Free Unlimited users

Software cost only 5 user (US) USD5,000 USD 39 / Month

(UK Ver) USD 2,800

User license

Add License USD 1,210

Unlimited users
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Activities Done
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o Computer installed system vs. Cloud system
o QuickBooks vs. Xero

o Recommendation
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BIRERG 1st Mission Progress Report

The Project involves three (3) phases:

Il
I. Design Introduction/ II. Follow-
Phase Installation up Phase
Phase

Objective of 15t Mission

o |I. Design Phase or the “Plan
Phase”

o To design and prepare the
foundation of the new accounting
system to be introduced
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Scheduled Activities

Activities Done

o Finalizing the account treatment rules
Collect information
Review current accounting process (cash basis) first

Design, consolidate and finalize chart of account for accrual
basis accounting

o System Selection
Discuss with C/P accounting officers
Short listing and selecting accounting software.
o Preparation of Accrual Basis Accounting Reference
Manual

Assist in preparing Accrual Basis Accounting Reference
Manual

Prepare Job Description for the staff in charge of accrual basis
accounting.




BIRERG 1st Mission Progress Report

Deliverable 1 — Chart of Account

o Prepare based on accrual basis accounting principle

o Introduce Accounts for items that are not reflected in the
original Chart of Accounts, mainly accounts based on
accrual accounting:

Unearned income
Net Asset
Depreciation
Auxiliary>

o Expense Account divided into 3 types of expense for

costing purpose:
Research
Academic (Instruction)
Auxiliary
o Refer to attached Draft of Chart of Account

Definition of Auxiliary related
expense

o 2 types of Auxiliary Units.
1) Auxiliary enterprise - furnish a service to students,
academic or administrative staff acting in a personal
capacity, and that charges a fee for the use of goods and
services.
(Example) v Dining/Restaurant v' Residence v Library
v Bookstore v Printing v° Concessions, etc.

2) Auxiliary Organization - non-profit entity working
within the campus.
(Example) v* Student Body Organizations v° Campus
Support Service Organizations v Instructionally
Related Activity Organizationsv’ E-JUSTs Sponsored
Projects, Workshops, and Institutes
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Deliverable 2 - Accrual Basis
Accounting Reference Manual

o Approach
Accrual Basis

o Manual Structure
General Accounting
Revenue Management
Procurement Management
Payroll Management

*Fixed Asset Management & Physical Inventory
guideline (Not included in original Work Plan)

o Table of Content (Other than General Accounting)
Objective
Responsibilities (Job Description)
Guidelines
Policies and Procedures (Process Map)
Flow Chart

Deliverable 2 - Accrual Basis
Accounting Reference Manual

o Table of Content (General Accounting)
Objective
Structure of Manual
Responsibilities (Job Description)
Chart of Accounts

Guideline for Journal Entry

o Provided guidelines on how to convert cash basis to
accrual /accrual to cash basis
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Deliverable 3 —Short listing &
Selection of Accounting Software

Corero Resource
PS Financials
Sage 200 Suite
Intuit UK
QuickBooks
Xero

O O OO OO0

Selection Criteria to consider 1

Size and scale of operation

Tried and tested system?

Multiuser?

Multicurrency? automatic FX revaluation
Double entry accounting?

Have General Ledger/Nominal Ledger, AR Ledger, AP Ledger,
Fixed Asset & Budgeting, Cash book Function?

Financial Analysis Reporting?

o For Fixed assets, can it Track depreciation throughout the year to
get complete and accurate income statement and balance sheet
reports?

o Bank reconciliation?

O O 0O O O O

(0]
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Selection Criteria to consider 2

Accurate work-in-progress can viewed any time?

Simple menu? Flexible interface/

Predefined and Configurable Reports? Flexible friendly format?
Import templates?

Integrate with existing/outside system?

Technical support?

Are there any extra cost? Unseen cost? (ex. Set up price, annual
license, training cost)

Security?

Future period posting?

Time it will take to implement? Turn around time?
Infrastructure needed?

Installation and Maintenance work expected?
Updating?

O O 0O O 0O O O

O O O O O ©

Costing 1-Software Cost

CricEEy Corero PS Sage 200 Intuit UK QuickBooks
Resource Financials  Suite
Description
System Pricing le) [o) le) [e)
0 - 1.6
1.76 - 16 o
176 - 40 (@] o
416 - 80 o @) O
816 - 160 (@]
1616 - 400
400 - 800

800+
Software cost onl 5 user (US) USD5,000 USD 39 / Month
wa y (UK Ver) USD 2,800

1.76 - 16|

17.6 - 40 O
41.6 - 80
81.6 - 160
161.6 - 400
250+
. Add Licence USD 1,210 Unlimited users
User license
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Costing 2-Additional Cost

Corero

Particular N
source

S Financials

Sage 200 Suite

Intuit UK
ickBooks

Setup fees Included in contract USD 1,100 None
Yes Yes Yes Yes None
Upgrade fees or
contracts
Users Limited/AdditionLimited/Additional| Limited/Additional | Limited/Additional Unlimited
al cost cost cost cost
Customer 1 Year Unlimited | 1 Year unlimited Unlimited Free
Support ) ) Free (USD 500)
Description Major playerin Major playerin |- Academic Most popular Most popular cloud
IAcademic {Academic Packages accounting type accounting
IAccounting {Accounting Sage 50 & 200 - package (ex. UK) [package (ex. UK)
package. package. Multi-user
600 academies [+500 academies
in UK uses in UK uses
[Training - - 4 Days Free Additional Fee Free Online

XNOTE: Prices are based on internet prices and may not reflect the prices in
Egypt. ERP system prices are not readily available and proposals are usually
not given without consultation, thus, for the ERP pricing it is provided in
ranges.

ERP vs. Standard software package

ERP
Specialized System -
ERP Type with Core Modules:
Customization possible (

More function but to have specialized
function have to buy additional core
modules related to the function you would
want
1~6 months

Standard Accounting Package

Type Standard Accounting Package

Limited customization
Basic function

Customization
Function

Installation Time 1~3 days

Software Cost Over USD 10,000.00 > USD 5,000 (5 users)

only

Availability of Limited. Specialized team of consultants JICA consultant can help in installation
Consultants for needed for implementation but they are and setup of software
installation & based outside Egypt. Cost prohibitive &

development time consuming

Implementation Customized so development time,

installation time & training time long)

Standard procedure & limited
customization so installation quick. Function
limited so training time short
Work flow involves only input when
recording journal entry so limited hours of
training & less workload for the staff.

Will involve all accounting related
procedures to be involved and will need to
redefine workflow and remake all
procedures such as purchasing dept. to
input info (time consuming & learning curve,
long training hours on how to use the
system needed)

In-house server & LAN network needed

Infrastructure Dedicated Workstation only needed
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Computer installed system vs..
Cloud system

Particular

Standalone/ Computer

installed system

License

License tied to one computer - if
computer crashes, need to by
new license.

License based on user so can
move from one station to another

Infrastruct
ure

Need extra infrastructure such
as workstation dedicated for the
software. Back up system and
hardware needed for if the
computer installed with software
crashes, the data also is deleted.

No need of dedicated
workstation & backup system
and hardware

Anti-Virus

Need anti-virus

No worry of anti-virus

Security

Security dependent on local IT
environment & password
management needed

High security, only have to worry
about password management

QuickBooks vs. Xero

Particular

Intuit UK QuickBooks Xero

Multicurrency O O

Have to manually input FX rate and manually FX Realized gain/loss automatically calculated

calculate FX gain & loss and its difference from fX rate website (using buying rated
Report Excel & Txt file only Excel, TXT & PDF
|- Can only change parameter Can modify report & add field
Bank Manual If upload bank statement PDF, can reconcile
Reconciliation automatically
Integration with No Yes
other system
Data Directly encode only Can directly encode POP (cash movement) or
export CSV file and import template

Infrastructure Have to install software to computer. Webhosting so no need of installing software
Upgrade Yes with Upgrade Fee Upgrade Free / System always up-to date
License 1 person 1 license Unlimited users
Backup Manual need hardware Automatic

Technical support

1st unlimited Free

Unlimited users

Softyare cost only|

5 user (US) USD5,000
(UK Ver) USD 2,800

USD 39/ Month

User license

Add License USD 1,210

Unlimited users
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Recommendation

o System for Fixed Asset/Inventory
Management & Scholarship/Grant
Management

o Available system

Modules of ERP system (ex. SAGE Fixed Asset
module)

Database system (ex. MS Access)

o Recommended to get off-the-shelf database
system because cheaper, available in Egypt
& installation time shorter

Ex Sage Fixed asset Module USD 4,531
Ex. MS Access USD 300
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Categor Corero PS Sage 200 Intuit UK QuickBooks
gory Resource Financials  Suite
Description
Software Type Accounting Package
System Pricing [e) [e] (@) (©)
0 - 1.6
1.76 - 16| O
176 - 40 O ©)
416 - 80 O O ©)
816 - 160 O
161.6 - 400
400 - 800
800+
s 5 user (US) USD5,000 USD 39 /Month
oftware cost only (UK Ver) USD 2,800
1.76 - 16
17.6 - 40 O
416 - 80
81.6 - 160
161.6 - 400
250+
K Add Licence USD 1,210 Unlimited users
User license
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Recommendation

o EEREE/MEESIVHMEAOEEMERUIRT
LDLEE
o BFIREBAFRELI AT LA
ARV RTLDOED21—)L (ex. SAGE Fixed Asset
module)
T—AR—X AT L (ex. MS Access)
0 BET—IR—R - N\r—U -V RTLBAZHE
—>ZETHYBEALEIE TOTFERNTEAT
Ex Sage Fixed asset Module USD 4,531
Ex. MS Access USD 300
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BREFRT JICA EJUST Project Work Plan for 2nd Mission 20130516

JICA Introduction of New Accounting Method to
EJUST Project

Purpose and Work Plan of the 2" Mission

5/16/2013
Geraldine Batoon Sakamoto
(Team Leader, iCube, Co. Ltd.)

1. Objective of the Whole Project

A capacity development program geared to the EJUST accounting and finance
staff to introduce the new accounting method (accrual basis) in EJUST and help
develop the EJUST accounting and finance staffs’ skill to effectively and
efficiently operate the new accounting method independently.

2. Outputs during the Project

Manual for the new accounting Method.
Training of New accounting Method.
Guideline for Monitoring New Accounting Method.

L 2R 2R 2

3. The objective of the Second Mission

The Project involves three (3) phases:

I. Design Phase II. Introduction/ lll. Follow-up Phase
Installation Phase
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The project is structured
according to the PDCA
(Plan-Do-Check-Action) Method
which is a four-step management
or problem-solving method used
in  business for the Kaizen
(“frequent  improvement”)  of
processes and products. This
method is used for production

management and quality control Fgurel: PDCACycle

and is also called "Shewhart g, o i mnibisukcomf200802taking frst-stepitrpdca i
Cycle” or “Deming Wheel”. The

cycle or wheel is composed by four (4) elements: Plan, Do, Check, and Act. The .
Design Phase is the “Plan Phase”; the Il. Introduction / Installation Phase is the “Do

Phase”; and the Ill. Follow-up Phase is the “Check and Act Phase”.

The Second Mission is the I. Introduction/Installation Phase or the “Do Phase”. The
objective of this phase is to prepare the introduction/installation of the new accounting
system to be introduced.

In this mission, the following shall be conducted:

1) Set system’s initial configuration. The JICA expert shall assist in setting the chart of
account and the initial configuration.

2) Confirm the assumption of Starting Balance and General Policy with EJUST Audit
firm.

3) Conduct training and provide guidance on journal entry for New Accounting Method
(Accrual Basis) to C/P Officer.

4) Conduct training on how to use the accounting software to C/P Officer.

5) Witness the start of New Accounting Method (Accrual Basis) and provide
appropriate technical advice on account treatment (journal entry).

6) In the practice run, confirm the accuracy and appropriateness of the data process
and account treatment.



3.1.
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Preparation and setting of system’s initial configuration of the

new accounting system.

a. Set initial configuration of the new accounting system

*

L R 2R 2 4

Discuss and explain the Accounting Manual

Finalize the Accounting manual proposed in the 15t Mission
Finalize the account Treatment proposed in the 15t Mission
Finalize the new Chart of account proposed in the 1t Mission
Set system with finalized Chart of account & configuration

b. Discuss with the EJUST Audit firm and confirm the assumption of Starting Balance

and General Policy.

*

*

3.2.

Discuss and agree on the assumption and methodology on how starting
balance is reached.

Discuss the Chart of Account for accrual basis and the journal entry guideline
prepared by the JICA Expert and agree on how the general account treatment
shall be done.

Discuss and agree on schedule of when the Starting Balance shall be received.
Discuss and agree on fixed asset policy.

Conduct Training of the C/P staff

a. Conduct Training on general journal entry for New Accounting Method (Accrual
Basis) to C/P Officer

*
*
*

*

Discuss and explain the Accounting Manual.

Conduct training on journal entry for New Accounting Method (Accrual Basis)
Provide guidance on journal entry for New Accounting Method (Accrual Basis)
to C/P Officer

Provide guidance on Physical Inventory (newly added based onlst Mission
feedback)

b. Conduct Training on New Accounting system to C/P Officer
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Witness the start of New Accounting Method (Accrual Basis)

introduction and provide appropriate technical advice

L R 2R 2R 4

*

Provide guidance on journal entry for New Accounting Method (Accrual Basis).
Conduct preparation of parallel run of cash basis and accrual basis.

Conduct practice run of parallel run of cash basis and accrual basis.

Confirm the accuracy and appropriateness of the data process and account
treatment.

Provide guidance to C/P EJUST officers in charge of new accrual basis
accounting method

Provide guidance on journal entry for New Accounting Method (Accrual Basis).
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4. Work Plan for the Second Mission
Below is the summary of the Work Plan. Details of the activities to be conducted
are stated in the next section. The following schedule is subject to change

depending on the schedule of the interviewee.

EJUST- JICA Introduction of New Accounting Method Project 2nd Mission Yersion 2013-5-16)

2013 Day Batoon Sone Sakamoto
6/2 Sun
Travel (Tokyo-Alexandria)
6/3 Mon
Presentation to President Khairy
6/4 Tue JICA/EJUST Kick-off Meeting
Preparation & Setting of System configuration
6/5 | Wed Meeting with EJUST Audit Firm
6/6 Thu Preparation & Setting of System configuration
6/7 Fri Internal Team planning (Egyptian Holiday)
6/8 Sat Preparation of Training Materials (Egyptian Holiday) Departure from Alexandria
6/9 Sun Arrival at Tokyo
6/10 Mon
Conduct Training to C/P EJUST Officers
6/11 Tue
6/12 Wed
6/13 Thu JICA Project Office update meeting
Feedback session with C/P EJUST Officers
6/14 Fri ) . . .
Preparation of Training Materials & 2nd Mission Progress Report
6/15 Sat (Egyptian Holiday)
6/16 Sun
6/17 Mon Conduct Training to C/P EJUST Officers
6/18 Tue
JICA Project Office update meeting
619 Wed Feedback session with C/P EJUST Officers
6/20 Thu Submission and presentation to EJUST the 2nd Mission Progress Report
. Collating materials for 3nd Mission
621 Fri (Egyptian Holiday)
6/22 Sat Departure from Alexandria
6/23 Sun Arrival at Tokyo
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Week 1 (6/2-3, Tokyo-Alexandria)

(Batoon, Sakamoto and Sone)

Day 1 (6/4)

a. Presentation to President Khairy and JICA Project Office
€ Introduce the newly arrived members

Objective of Project

Direction of the project

L K R 2

Progress of the project

b. Meeting with Accounting/Financial manager
€ Discussion on training program learning objective and methodology
€ Setting of schedule

c. Kickoff Meeting with JICA Project Office and EJUST stakeholders of the new
accounting system (accrual basis) Accounting/Financial manager to explain about
the Work Plan /Implementation Plan report.

€ Objective of Project

Project expectation and direction of the project

Progress of the project

Comments and Discussions.

Introducing the new accrual basis accounting system

The current plan for EJUST of what kind of system to be installed

L R 2R R 2R B 2

Setting of schedule

Day 2-3 (6/5-6/6)

a. Meeting with EJUST Audit Firm
1) 6/5 morning
EJUST Audit Firm (Chief Auditor of EJUST, 2~3 hours)

Discuss the following:
€4 Assumption and methodology on how starting balance is reached.
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New Chart of Account for accrual basis
Journal entry guideline and general account treatment
Schedule of when the Starting Balance shall be received.

L R 2R 2 4

Fixed asset policy.

b. Preparation of Setting of System Configuration and Chart of Accounts
1) 6/5 Afternoon & 6/6
Setting of System Configuration and Chart of Accounts
(May discuss with the Accounting/Financial manager time to time)

Day 4 (6/7) (Egyptian Holiday)

a. JICA Expert Internal Team Planning.

Consider:

€ For scheduling of training, consider availability of target C/P officers
€ English capability and accrual accounting skill level

€ Order & depth of training

Day 5 (6/8) (Egyptian Holiday)

a. Preparation of Training Materials
b. Departure of Mr. Sakamoto Travel (Alexandria-Tokyo).
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Week 2 (6/9-6/15, Alexandria)

(Batoon and Sone)

Day 1-4 (6/9-6/12)

a. Conduct Training of journal entry to C/P EJUST Officers.

Staff to be trained and the coverage:

1) Payroll Account Service Provider (2 Hours)

L R 2R R 2 2

Accrual Accounting Reference Manual
New Accrual Chart of account

New accrual accounting process.
Accrual Journal Entry of Payroll cycle
Review & Mini-test

2) Grants (Revenue) Account Service Provider (3 Hours)

L R 2R 2 4

*

Accrual Accounting Reference Manual

New Accrual Chart of account

New accrual accounting process.

Accrual Journal Entry of Revenue Cycle (Pattern type: Research,
Academic, Support Services)

Review & Mini-test

3) Purchasing Account Service Provider (3 Hours)

*

*

Accrual Accounting Reference Manual

New Accrual Chart of account.

New accrual accounting process (inclusive of consumable
purchases to fixed assets)

Accrual Journal Entry of Purchasing Cycle (Pattern Type:
Consumable purchases to Fixed Assets)

Review & Mini-test
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4) Warehouse (3 Hours)

Accrual Accounting Reference Manual
New Accrual Chart of account
New accrual accounting process.

L 2R 2R 2R 4

Accrual Journal Entry of Warehouse Cycle (Pattern Type:
Purchased goods & JICA Donation)
Review & Mini-test

L R 4

Physical Inventory Count (Purchasing, Internal Audit and
Accounting/Financial manager recommended to join)

5) Accounting/Financial Manager and Internal Audit (half a day)

€ Accrual Accounting Reference Manual

€ New Accrual Chart of account

€ New accrual accounting process.

€ Accrual Journal Entry of all Cycles (Payroll, Revenue,
Procurement, Warehouse and Fixed asset)

¢ Review & Mini-test

Day 5 (6/13)

a. 10:00 — 12:00 am
JICA Project Office Update Meeting

€ Explain objective of project, implementation plan and progress.
€ Introduce the newly arrived members.

b. 13:00-17:00pm
Feedback Session with C/P EJUST Officers.

Day 5 (6/8) (Egyptian Holiday)
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a. Preparation of Training.
b. Preparation of 2" Mission Progress Report.
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Week 3 (6/16-6/23, Alexandria-Tokyo)
(Batoon and Sone)

Day 1-3 (6/16-6/18)

a. Conduct Training of new accounting system to C/P EJUST Officers.

€ Conduct basic training of new accounting system

b. Conduct practice run of parallel run of cash basis and accrual basis

€ Conduct preparation of parallel run of cash basis and accrual basis.

*

Conduct practice run of parallel run of cash basis and accrual basis.

€ Confirm the accuracy and appropriateness of the data process and
account treatment.

€ Provide guidance to C/P EJUST officers in charge of new accrual basis
accounting method

€ Provide guidance on journal entry for New Accounting Method (Accrual

Basis).

Day 4 (6/19)

a. Update Meeting with JICA Project Office.

b. Feedback Session with EJUST C/P staff.

Day 5 (6/20)

a. Progress Report presentation to JICA Project Office & EJUST
Management.
b. Submission of 2" Mission Progress Report.
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BREFRT JICA EJUST Project Work Plan for 2nd Mission 20130516

Day 6 (6/21) (Eqgyptian Holiday)

a. Collating materials for 3" Mission.
b. Preparation for 3" Mission Work Plan.

Day 7 (6/22) (Eqyptian Holiday)

c. Travel (Alexandria-Tokyo). Departure from Alexandria.

Day 8 (6/23)

a. Arrival at Japan.
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BIRER® 2nd Mission Progress Report

The Project involves three (3) phases:

l.
I. Design Introduction/ 1. Follow-
Phase Installation up Phase
Phase

Objective of 2"d Mission

o Il. Introduction / Installation
Phase or the “Do Phase”;

o To prepare for the introduction/
installation of the new accounting
system to be introduced
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BIRER® 2nd Mission Progress Report

Scheduled Activities

Activities Done

<1st Week>

o Finalizing accounting system selection.

o Finalizing Chart of Account

o Collect information on system'’s initial configuration.
O

(New Addition) Fix Asset
Confirm fix asset situation
Confirm Current & new proposed JICA donated flow
¥ Refer to following page
<2nd Week>

o Conduct training and provide guidance on journal
entry for New Accounting Method (Accrual Basis) to
C/P Officer.
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BIRER® 2nd Mission Progress Report

Activities Done

<3 Week>

o Assist in setting system’s chart of account and initial
configuration.

o Confirm the assumption of 1) Starting Balance and
related General Policy and 2) fixed asset account
treatment and list with EJUST Audit firm.

o Conduct training on how to use the accounting
software to C/P Officer.

o Provide appropriate technical advice on account
treatment (journal entry) for accrual accounting.

New Addition — Fixed Asset
Treatment Guideline and Training

o Topic that was not part of standard accounting
process manual thus was not included in the initial
planning but based on interviews has been identified
as an important component that should be covered

o Confirm JICA donated Fixed Asset Situation
o Confirm Current & new proposed JICA donated flow

o Finalize Fixed Asset Policy, Asset Account Treatment
and Asset Physical Count Guideline

o Conduct Fixed Asset training and Asset Count
training to C/P storekeeper, JICA project office staff
and Technology Management Group

o Finalize the definition of fixed asset & general rule of
depreciation
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Deliverable 1 — Preparation and setting of
system'’s initial configuration of the new
accounting system.

o Set initial configuration of the new accounting system
Discuss and explain the Accounting Manual
Finalize the Chart of Accounts
Finalize the Accounting manual proposed in the 15t Mission
Finalize the account Treatment proposed in the 15t Mission
Finalize the new Chart of account proposed in the 15t Mission
Set system with finalized Chart of account & configuration

o Discuss with the EJUST Audit firm and confirm the
assumption of Starting Balance and General Policy.
Discuss and agree on the assumption and methodology on how
starting balance is reached.

Discuss the Chart of Account for accrual basis and the journal entry
guideline prepared by the JICA Consultant and agree on how the
general account treatment shall be done.

Discuss and agree on schedule of when the Starting Balance shall be
received.

Discuss and agree on fixed asset policy.

9

Deliverable 2 — Training on Accrual
Basis Accounting to C/P Officer

o Conduct Training on Accrual Accounting

o Conduct Training on general journal entry for
New Accounting Method (Accrual Basis) to C/P
Officer

o Discuss and explain the Accounting Manual.

o Conduct training on journal entry for New
Accounting Method (Accrual Basis)

o Provide guidance on journal entry for New
Accounting Method (Accrual Basis) to C/P Officer

o Provide guidance on Physical Inventory (newly
added based onlst Mission feedback)

10
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Deliverable 3 — Training on New
Accounting System

o Conduct Training on New Accounting system
Xero to C/P Officer

o Conduct general training & one-to-one
session for each accounting function

11

Deliverable 4 — Provide guidance on start of
New Accounting Method (Accrual Basis)
introduction

o Provide guidance on start of New
Accounting Method (Accrual Basis)
introduction

o Provide appropriate technical advice

o Conduct preparation of parallel run of cash
basis and accrual basis.

o Provide guidance to C/P EJUST officers in
charge of new accrual basis accounting
method

o Provide guidance on journal entry for New
Accounting Method (Accrual Basis).

12




BIRER® 2nd Mission Progress Report

Findings 1

o Level of C/P Officer’'s understanding in accrual accounting
and related account treatment & journal entry
Accounting Manager and Internal Audit Manager has very

good accrual accounting knowledge and good journal entry
knowledge

Other staffs have minimal knowledge on accrual accounting
knowledge and journal entry knowledge

Seems not used to using accounting software
No current supervisor level accounting
e Need more handholding and guidance than expected

Initially planned that EJUST accounting shall input first and
JICA Consultant to check accuracy and appropriateness of
posting at 3 Mission

With knowledge of staff level, recommended that OJT be done
under the supervision of JICA Consultant at 37 Mission (pls
refer to Points to consider slide)

13

Findings 2

o Possible Bottleneck

With current proposed accrual accounting flow, accounting
service provider of each function to post

All of the post to be checked & authorized by Mr Hossam

However, with accrual knowledge level and non-familiarity
with accounting system in general, a lot of input error can
be expected that Mr Hossam may have to fix

With Mr Hossam’s workload, Mr Hossam may not be able to
manage and may act as bottleneck
e Fixed asset management
Lack of personnel (refer to Points to Consider slide)
Intangible asset (Software) management

14




BIRER® 2nd Mission Progress Report

Findings 3

(Some issues discussed with C/P staff during interview

and training)

o There were Budget release of items that did not
have budget

o Example 1#

Finding — Budget release for new recruits hired by HR
which C/P staff claim did not have budget

Cause — Budget reallocation issue and lack of
dissemination of the budget reallocation information

o Example 2#
Finding - Budget release for research grant expense in
which the grant was not received yet
Cause — Budget exist based on grant contract but no
procedure on checking of actual receipt when
authorizing budget

15

Findings 4

o Problem of warehouse
(storekeeper) in managing normal
assets such as chairs, desks, etc.

16
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BIRER® 2nd Mission Progress Report

Points to consider 1

o Delay in finalizing system selection (decided on 1st
week of Activities) —had pushed work schedule
Delay of Setup of initial system configuration — planned
to be done prior to 2" Mission or during at the latest 15t week
of 2nd Mission but delayed due to the and lack of information
— pushed to later weeks when preparing training materials

Delay of Xero training material preparation — planned to
be done prior to 2" Mission —but had to be prepared during
the mission
o Due to unexpected new addition of fixed asset
related work— had pushed work schedule

17

Points to consider 2

<Proposed change in work Plan for 2" & 3rd Mission>

o Lack of training time for Xero System training (24 Mission)
Accrual Accounting training (24 week) was attended very well
BUT for the Xero Accounting software training, it was postponed
twice and attended very poorly due to various reason: year-end
closing, sickness & honeymoon

o Posting of first month data at July /August may be very

hard to expect from C/P Staff (3™ Mission monitoring)

very busy schedule of C/P staff on July & August (ex.
Government reporting deadline, Audit, Ramadan & preparation

of BTO material —big possibility having no time for input in
system

minimum knowledge of accrual accounting among non-manager
& unfamiliarity in using accounting software

varied level of English comprehension of the C/P Staff

—first time posting in system may need more guidance than
initially expected




BIRER® 2nd Mission Progress Report

Proposed change in work Plan for 2nd &
3rd Mission

Original Work Plan Proposed Change
2nd Mission Conduct practice run (.)f paralel .run of cash Focus mainly on training of C/P staff
& accrual basis accounting
. . . Focus on "0JT of Xero Software” and 1st
Focus mainly on monitoring and checking itoring and checking of vosting shall b
3rd Mission posting (data entry) on accrual book monftoring and checking ot posting shallbe
(Xero) done on the 4th mission

Points to consider 3

o Fixed asset accrual basis related
work — provisions that should be
considered

increase of workload related to accrual
basis fix asset treatment (pls. refer to
following page)

Software management (EJUST had no
intangible asset (ex. Software) until the
turnover of JICA donated assets)

20
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FA Process
IiJFixed Asset Control

* (Purchase order)
« Acceptance
« Payment

» Depreciation period
» Depreciation Method
» Accounting treatment

* Physical control -Asset Count
« License/Upgrade management
* Repair /Maintenance Schedule
« Capitalization of Maintenance fee

Maintenance

» Execution of disposal

» Accounting treatment
Disposal

21

Recommendation 1

1) Need of accounting staff solely dedicated for accrual
accounting
o Supervisor level, well versed in accrual accounting

o Function: checker of regular posting, conduct
irregular posting, management report preparation &
monthly closing

» Objective: to lighten load of Mr. hossam
2) Need of dedicated staff for Fixed Asset

» Expected marked increase in Fixed Asset accrual
accounting related work

» Custodian part of workload can be divided to non-
accounting Dept. but have to coordinate closely with
accounting Dept. for it should have all information

3) Use same source & supporting document of Cash
with Accrual Accounting (ex. Asset list)

22
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FA related Activities

Registration

Activities

Custodian Accounting Service Provider

Acceptance Payment

Depreciation

Depreciation period

Depreciation Method

Account treatment

Maintenance

Physical control

Asset Count Asset Count
License/Upgrade management License/Upgrade fee payment
Repair /Maintenance Schedule Repair /Maintenance Fee payment

Capitalization of Maintenance fee

Disposal

Execution of disposal Account treatment

23

Recommendation 2

4) Depreciation

To be based basically on already set EJUST standards
(longer period than tax code)

o Non-residential Bldg. — 5%

o Construction and institution - 20%

o Instruments & equipments -20%

o Means of Transportation — 20%

o Furniture & Furnishings 10%
HOWEVER, for equipment identified as specialized—the
product life and depreciation rate to be decided by the
discretion of the committee convened by management,
technical staff, accounting and any other pertaining
departments.
Use same asset list provided to government for accrual
accounting for easier reconciliation

24
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BIRER® 2nd Mission Progress Report

Recommendation 3

5) Prepare provision, policy and
process flow for intangible asset set
(software management)

6) For management of non-MOHE
grants, conduct fund accounting by
using the tracking filter function.

25

Recommendation 4

(Some issues discussed with C/P staff during interview and
training)
7) Review, Clarify and formalize Budget reallocation procedure
and disseminate information to other departments. ADD also
another Reallocation procedure based on the actual received
budget.
Currently, VP Support Services & Accounting is informed of the
Ministry of Finance (MoF) authorized budget which is usually
smaller than the budget request authorized by BOT
MoF approved Budget is by item (not by Dept.) —reallocation
discretion is on VP Support Services & Accounting Dept.
However, no procedure yet for reallocation of information to other
dept.
Currently, VP Support Services & Accounting Dept. preparing the
reallocation rules & procedure
NOTE: Prepare another Reallocation procedure based on the
actual received budget should be introduced too.

26
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BIRER® 2nd Mission Progress Report

Proposed budget reallocation
procedure

QONWOoOTOTT

« AC Dept. collects budget request from dept. and collate info

« BOT approves Budget Request

* MoHE through MoF approves budget

+ Amount usually smaller than request

+ VP Support Services & Accounting Dept. conducting reallocation (Current)
« No procedure for information disseminated yet but currently formulating

« Introduce an additional reallocation procedure based on the actual received

Actual amount (Proposed)

received
amount

Recommendation 5

8) For the issue Budget release for research grant expense in
which the grant was not received yet

—During budget control procedure JV50 (General Journal
Voucher used at EJUST) for non-government fund grants, as
supporting document include also evidence of actual receipt of
fund and Deposit & Withdrawal details which reflects the fund
balance amount

9) In accrual accounting, some items that storekeeper
identified as normal asset (table & desks) in governmental
organization are usually not considered fixed asset and are
expensed out. Currently Physical Count done by himself.
—Suggest to Conduct cyclical physical count involving other
people for the normal asset regarded in governmental
organization.

28
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BIRER® 2nd Mission Progress Report

To Do List for EJUST

o Complete Responsibility Matrix List by end of June
(needed for system setup)

o Decide on new categories and depreciation rates for
special scientific equipment’s from JICA by end of
July

o Require complete attendance of upcoming trainings.
(Low attendance of Xero training had affected the
roll out schedule of new accounting so please
comply.)

o Attendees of Xero training shall receive an invitation
to Xero. Practice with demo until next mission
(Middle of August).

Xero pertinent (non-standard)
features

Have both Accrual & Cash reporting

Multi-currency.
Real-time currency conversions.
FX gains & losses calculated instantly

Pay run (but at initial stage will not be used)
Fund accounting-Tracking categories
Budget & actual comparison

o Bank reconciliation (Possible if bank provide
statement in certain type of file)

o Have limited fixed asset management tools
Depreciation Schedule
Fix Asset reconciliation

o Have inventory management tools

30
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Recommendation 1
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Recommendation 2

4) B

HARMICIXEIUSTTHREFADEELXFH (BCEERICEH

SNHEMKLYELY)
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Recommendation 3

5 BEREEEE(/INIIT7THE) DEEDT-
HORY—ETOLR-TO—%FEL

6) IEMOHEDfHBIEIZXL T, Xero®
tracking filterz{£ AL Tfund accounting
15 (ZEETFURDBOIF- TR ED
[RIEETEDT=8)
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Recommendation 4

(C/P staffeD A A3—E 2a—PhL—=2 5 hIZHEEY L1-E7E)
N IIFEFRESIOTOERIZOVTOLEA— BERUVERLE L. 7D
D Dept. I<EREHETS. BESDTAERADES—DDRTYTELT
JEBEGESN - SEOBES 1ZEM.
IHTEVP Support Services &AccountinghtMinistry of Finance (MoF)IZ
ARBESN-FEITOVTHRESND(RERBEEEBRDOBOTH SR BEN-F
HEELLYLDLBNIENIFEAL)
MoF EEBShfz&kSAlLitem(AiR) ZLTHY. & Dept. TIEHEL - FEH
EHDEHEIFIRAE VP Support Services & Accounting Dept.[Z—{E&h
QAT
LOLEAS, ZD D Dept. 23t L TOEREEFH T 5T OERANREIILTLY
AR
IH7E VP Support Services&Accounting Dept. [EFEBESDIL—ILETS
OEREREHTHD
NOTE:BRES DTAEADE3—DDATYFTELT, IR ftehi-&48
DERS 1EEM.
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FEBRRIPOHITOLRADIRE

*AC Dept. A &Dept. Mo FHELEINE, FLHTWLD

*BOTHFHELEERET S

*MoHE »' MoF &L TFEEKR

cERESSNBEHEITHELLY DAL

« VP Support Services & Accounting Dept. NBE S E{ToTLVS FRIR)

« &Dept FREANSNTOHEVA LRISHLTHBERENHY. TOLRERFHFTHD.

______________________________________________

27 P

~—=—- (A R, L

Recommendation 5

8)FEMDEVWELDICTOWTFEEHITLIZRRBIAICONT
—JV50 (EJUST{ERAL TL 5General Voucher) $Ea>hA—)L
RURZEOTOEREIC, TETURELTEBRZELI-@BIEDE
BERUZTOHEMEDEREOIHERBRLU-BEIEERET HAT
yITEFHLLEA

9) BERLEEIRICIEELLTHLEIVEVED (TRIEFIT).
BEERIELTILOELXZREZFNEEDOBMAEBTIIEELLTE
FENDERAT-, MEIERILB D TIToTLS,

- LEREBEECOVTIE, KEHEHZEA DEREHDLEZEEAH
EALITHIBERE,

28
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EJUSTOD EIXRIAHIREE THDIRE

o 6HZXF TIZResponsibility Matrix ListD5E T (VATLt
7T IZHE)

o MMM VICAEEMED) DHDENATI)—EZHh
[CHSEEREDREEZTAXRETIZITI,

o REIMNDIL—=LFEERMHEDTLEHBEDOEFEL, (FiE
DREYIXeroDrL—=UF DIBEWHEERIZKYRS DA
—LINKIBIZEAEILIZSNT=1=8)

o REYIrXeroDrL—=24 125 MLT=#t BlEXero~DIBHF
REBWFET, ZCDTETCRERERETBADEID) HE
1T TLIESLY,

$ZRIBY IR XeroD /2 AR — K1

L,
Be

O MREFBRLBEEITBRORFFIIR

O INFALYY—
UTLEA LD AL
ABEZBEOABHERVADT L

O HEHE (WMPMRAT—UTIIERET)
Fund accountingt#g
O FEN
o RITENE I (Bank reconciliation)
o BEMLEEEEETIEKE
BERToa—IL
Bl E & R E A (Fix Asset reconciliation)
o EEEE
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B EFGD JICA EJUST Project Work Plan for 3rd Mission 20130812.1

JICA Introduction of New Accounting Method to
E-JUST Project

Purpose and Work Plan of the 3rd Mission

8/12/2013
Geraldine Batoon Sakamoto
(Team Leader, iCube, Co. Ltd.)

1. Objective of the Whole Project

A capacity development program geared to the E-JUST accounting and finance
staff to introduce the new accounting method (accrual basis) in E-JUST and help
develop the E-JUST accounting and finance staffs’ skill to effectively and
efficiently operate the new accounting method independently.

2. Outputs during the Project

Manual for the new accounting Method.
Training of New accounting Method.
Guideline for Monitoring New Accounting Method.

L 2R 2R 2

3. The objective of the Second Mission

The Project involves three (3) phases:

l. Design Phase Il. Introduction/ lll. Follow-up
Installation Phase Phase
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The project is structured
according to the PDCA
(Plan-Do-Check-Action) Method
which is a four-step management
or problem-solving method used
in business for the Kaizen
(“frequent  improvement”)  of
processes and products. This

method is used for production
management and quality control Figure 1: PDCA Cycle
and is also called “Shewhart Source: http://www.bulsuk.com/2009/02/taking-first-step-with-pdca.html
Cycle” or “Deming Wheel”. The

cycle or wheel is composed by four (4) elements: Plan, Do, Check, and Act. The .
Design Phase is the “Plan Phase”; the Il. Introduction / Installation Phase is the “Do
Phase”; and the Ill. Follow-up Phase is the “Check and Act Phase”.

Conduct monitoring activities by conducting regular monitoring audit (checking of
voucher and documents) and improvements activities based on the findings and

analysis of reports generated by the system.

The Third Mission is the Ill. Follow-up Phase or the “Check and Act Phase”. The
objective of this phase is to conduct monitoring activities by conducting regular
monitoring audit (checking of voucher and documents) and improvements activities
based on the findings and analysis of reports generated by the system.

However, due to the Xero System training’s twice postponement and poor attendance
due to various reason that ranges from year-end closing to personal reasons such as
sickness, schooling and honeymoon during the 2™ Mission, the JICA Consultants had
judged that the Egyptian C/P counterpart’s first time posting in system may need more
guidance than initially expected.

In addition, the JIC Consultants had foreseen that the posting of the first month data at
July or August may be very challenging for the Egyptian C/P prior to the 3rd Mission and
may have no time to input due to the very busy schedule of the Egyptian C/P on July
and August because the same period overlaps with the Annual Government Reporting
deadline, Audit, Ramadan and preparation period of the Board of Trustee meeting
material. In action, their unfamiliarity in using accounting software and varied level of
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English comprehension of the C/P Staff had posed as an obstacle during the training of
the 2" mission, thus, the JICA Consultants had judged that the first time posting in
system may need more guidance than initially expected.

The following change of work plan was proposed at the 2" Mission and was duly
accepted by the E-JUST C/P and the JICA Project Office:

Time Original Work Plan Proposed Change

Conduct practice run of parallel run of cash

, ) Focus mainly on training of C/P staff
& accrual hasis accounting

2nd Mission

Focus on "0JT of Xero Software” and 1st
monitoring and checking of posting shall be
done on the 4th mission

Focus mainly on monitoring and checking
3rd Mission posting (data entry) on accrual book
(Xero)

In this mission, the following shall be conducted:

1) Focus on OJT of Xero Accounting Software. Actually input by E-JUST C/P shall be
closely supervised by JICA Consultants.

2) Confirm the Starting Balance and General Policy with E-JUST Audit firm and assist
E-JUST C/P input it.

3) Conduct training and provide guidance on journal entry for New Accounting Method
(Accrual Basis) to C/P Officer while E-JUST C/P shall input the actual data.

4) Witness the start of New Accounting Method (Accrual Basis) and provide
appropriate technical advice on account treatment (journal entry).

5) Confirm the accuracy and appropriateness of the data process and account
treatment done by the E-JUST C/P Officer.

6) Provide assistance on the preparation of financial statement and budget related
documents to be submitted to the BOT (Board of Trustees).

Actual monitoring activities by conducting regular monitoring audit (checking of
voucher and documents) and improvements activities based on the findings and
analysis of reports generated by the system shall be only done on the 4™
Mission.
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Conduct OJT (On the Job Training) of the new accounting

system.

a. Help set starting new balance in the new accounting system

*
*
*

3.2

Confirm the Starting Balance with E-JUST Audit firm

Assist E-JUST C/P officer to set starting balance in the system.

Conduct training and provide guidance on journal entry for New Accounting
Method (Accrual Basis) to C/P Officer while E-JUST C/P shall input the actual
data.

Confirm the accuracy and appropriateness of the data process and account
treatment done by the E-JUST C/P Office

Witness the start of New Accounting Method (Accrual Basis)

introduction and provide appropriate technical advice

*

3.3.

Provide guidance on journal entry for New Accounting Method (Accrual Basis).
Conduct parallel run of cash basis and accrual basis.

Confirm the accuracy and appropriateness of the data process and account
treatment.

Provide guidance to C/P E-JUST officers in charge of new accrual basis
accounting method

Provide guidance on journal entry for New Accounting Method (Accrual Basis).

Provide assistance on the preparation of BOT Materials

Provide assistance on the preparation of financial statement related documents to be
submitted to the BOT (Board of Trustees).

*

Discuss the objective and message E-JUST would like to send to BOT, what
type of expectation they would like to set, and what they would like to achieve.
Discuss the objective and message JICA project office would like to send to
BOT, what type of expectation they would like to set, and what they would like
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Review the materials submitted.

Discuss about the financial statements and budget, its finding and structure.
Review the document and assist in setting the structure and form so the facts
and message can be effectively conveyed

Provide guidance on assisting further on how to build the financial statement, if
necessary.
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4. Work Plan for the Third Mission

Below is the summary of the Work Plan. Details of the activities to be conducted
are stated in the next section. The following schedule is subject to change
depending on the schedule of the interviewee.

1 Preparation of the OJT Training Session.
2 8/17 | Sat
3 8/18 | Sun OJT Training Session
4 8/19 | Mon
Rest day for EJUST Trainees
° 820 | Tue Planning & Preparation of OJT Session
? ggé \the: OJT Training Session
8 823 | Fri Preparation of Progress Report presentation
9 824 | Sat
10 8/25 | Sun
11 8/26 | Mon | Provide assistance on BOT
12 8127 | Tue materials
13 8/28 | Wed
14 8/29 | Thu
15 8/30 | Fri Present 3nd Mission Progress Report at JICA HQ Office
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Week 1 (8/16-8/23)

(Batoon and Sone)

Day 1 (8/16)

a. Preparation of the OJT session.
€ Discuss and advice what materials to bring to Japan for inputting prior to the
3" Mission. Double check that thee above list of materials are being brought.
€ Preparation of Training Materials Setting of schedule.

Day 2 (8/17)

a. Kick off meeting of OJT Training with E-JUST
1) morning
E-JUST C/P (Accounting Trainees of E-JUST, 2~3 hours)

Discuss the following:

Confirm what Materials they had really brought.

Confirm what transaction actually was done during July and August
Confirm and discuss about the status of the audited financial statement.
Discuss their expectation and set their expectation

Discuss training program learning objective and methodology.

L R 2R 2R 2K B 2

Setting of schedule

b. Preparation of OJT & start of OJT
1) Afternoon
€ Review on overall Accrual accounting, Journal entry guideline and
general account treatment
€ Organizing the Materials.

2

Review on overall Xero Accounting software

€ Setting of System Configuration and Chart of Accounts (if any other
changes have occurred.

€ Setting of starting balance.

€ Start of OJT session
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Day 3-4 (8/18-19)

a. OJT training shall be done per function (ex. Receivable, payable)
€ Review of Xero system for that function.

E-JUST C/P conduct actual input.

€ Provide guidance on journal entry guideline and general account

*

treatment when E-JUST C/P conduct actual posting input.
€ Review appropriateness and accuracy of the input.
€ Conduct Feedback Session with C/P E-JUST Officers at end of day.

Day 5 (8/20)
a. Rest day for E-JUST Trainees

b. Planning & Preparation of OJT Session

€ Review progress of E-JUST trainees
Define strength and weakness of E-JUST trainee
Review Curriculum based on the above findings

L K R 2

Adjust and prepare training materials and session based on progress of
E-JUST trainees

Day 6-7 (8/21-8/22)

a. Conduct OJT Training.
b. Conduct Feedback Session with C/P E-JUST Officers at end of day.
c. 8/22 Afternoon

¢ Feedback session &Wrap-up Meeting

Day 8 (8/23)

a. Preparation of Progress Report presentation
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Week 2 (8/24-8/30, Tokyo)

(Batoon)

Day 1-7 (8/24-8/30)

a. Provide assistance on the preparation of financial statement related
documents to be submitted to the BOT (Board of Trustees).

€ Receive the Audited Financial Statements.

€ Receive and review the BOT Materials being prepared.

@ Discuss the findings

€ Assist and Provide guidance on how to prepare the above.
b. Preparation of 3" Mission Progress Report.

Day 7 (8/30)

a. Present 3" Mission Progress Report to JICA HQ Office.
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Changes in Work Plan 1

Original plan New Plan Why
Duration: 8 days extended to 7 more days 7 days were added for
(total 15 days). assistance work in
preparation & review of BOT
materials
Content: Focus mainly on monitoring |Focus on "OJT" of software |Lack of training time at 2nd
& posting entry of data on Xero. Start of Parallel run. Mission & very busy
accrual book 1st monitoring & check to schedule of C/P staff on July
be done on 4th Mission & August (ex. Government

reporting deadline, Audit,
Ramadan & preparation of
BTO materia)l —big
possibility having no time for
input in system

Location: Egypt Japan (training & BOT Due to the current unstable
assistance work) of situation of Egypt,
Mandatory evacuation of
JICA Experts. Training was
conducted in Japan not

Egypt.
4) No. of All inputters to Accrual 2 EJUST officers Due to limited budget and
Target accounting system (accounting manager & time
Attendees: supensor)
3

Changes in Work Plan 2

<Proposed change in work Plan for 2" & 3rd Mission>

o Lack of training time for Xero System training (2" Mission)
Accrual Accounting training (24 week) was attended very well
BUT for the Xero Accounting software training, it was postponed
twice and attended very poorly due to various reason: year-end
closing, sickness & honeymoon

o Posting of first month data at July /August may be very

hard to expect from C/P Staff (3™ Mission monitoring)

very busy schedule of C/P staff on July & August (ex.
Government reporting deadline, Audit, Ramadan & preparation
of BTO material —big possibility having no time for input in
system
minimum knowledge of accrual accounting among non-manager
& unfamiliarity in using accounting software
varied level of English comprehension of the C/P Staff
—first time posting in system may need more guidance than
initially expected
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The Project involves three (3) phases:

I. Design Introduction/ 1. Follow-
Phase Installation up Phase
Phase

X In Original Plan, it was to be the start of Ill. Follow-up Phase. However, in
the New Plan it is still in the II. Introduction / Installation Phase.
¥ 1st Monitoring shall be done at the 4" Mission.

5

New Objective of 3@ Mission

o Il. Introduction 7/ Installation Phase or
the “Do Phase”;

o Conduct OJT (On the Job Training) of the
new accounting system

o Witness the start of New Accounting
Method (Accrual Basis) introduction and
provide appropriate technical advice

o Provide assistance on the preparation of
BOT Materials
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Scheduled Activities

Activities Done 1

<1st Week>

o Conduct OJT (On the Job Training) of the new
accounting system

Conduct training and assist E-JUST C/P officer to input actual
accounting data in accrual format

Provide guidance on journal entry for New Accounting Method
(Accrual Basis) to C/P Officer while E-JUST C/P officer input
the actual data.

o Start parallel run of cash basis and accrual basis.

Confirm the accuracy and appropriateness of the data process
and account treatment done by the E-JUST C/P Office

11-4



AARERA 3rd Mission Progress Report

Activities Done 2

<]1st Week>

o Conduct review & planning of how to mazimize Xero

Planning and setting rules on how to input accounting entry
based on the actual EJUST setting

Conduct daily feedback session, review of issue of the day
and the pertaining solution

Identify & review how to use and what function to use Xero
when doing BOT and government required financial analysis

Activities Done 3

<2nd Week>

o Provide assistance on the preparation of financial
statement related documents to be submitted to the
BOT (Board of Trustees).

Discuss the objective and message E-JUST would like to send
to BOT, what type of expectation they would like to set, and
what they would like to achieve.

Review the materials submitted.

Discuss about the financial statements and budget, its finding
and structure.

Review the document and assist in setting the structure and
form so the facts and message can be effectively conveyed

Provide guidance on assisting further on how to build the
financial statement

10
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Deliverable 1 — OJT Training of Xero
Accounting Software & Accrual Basis
Accounting to C/P Officer

o Conduct OJT (On the Job Training) of the
new accounting system

o Conduct one-to-one session for each
accounting function

o Provide guidance to C/P EJUST officers in
charge of new accrual basis accounting
method

o Provide guidance on journal entry for New
Accounting Method (Accrual Basis).

o Provide appropriate technical advice

11

Deliverable 2 — Setting and starting parallel
run of cash basis and accrual basis

o Conduct preparation of parallel run of cash
basis and accrual basis by dedicating first
day on

Clarifying assumptions & objective of using Xero (
(DAccrual basis accounting recording & @Analysis)
Conduct review, planning & procedure on how to
use Xero, and setting pertaining rules.

o On last day, conducted review & planning of
how to use Xero for BOT & governmental
financial analysis

o Start parallel run of cash basis and accrual
basis.

12

11-6



AARERA 3rd Mission Progress Report

<ANALYSIS>
Functions and reports to use in Xero system when conducting Financial Analysis & financial Reporting

Xero Function/Report
Category Function BOT Finacne Dept.

Performance 1) Use (Expense Account) Budget 1) Use (Expense Account) Budget
Variance report Variance report
2) Use (Capital Expenditure Account) 2) Check (Capital Expenditure Account)
.Trial Balance .Trial Balance
Budget Variance Budget Variance
Account Summary Report Account Summary Report
Account Transaction Report Account Transaction Report
Manual Journal Report Manual Journal Report

3) Use (By Fund) Tracking Summary eport

Conoslidation Conduct manual consolidation
Financial Analyzing by Account|1) Use Balance Sheet & drill down General Ledger Report
Statement / ltem 2) Use Profit & Loss Statment & drill down
& drill down
Analyzing by Fund - Tracking Summary Report
Monitoring | Refer to Use Budget Variance Report to check 1) General Ledger
<MONITORING> budget consumption rate. 2) Bank Reconciliation

<MONITORING>
Actitivities to ensure the Assertions of Financial Statment

Asertion Activities Timing
Completeness Review & compare accounting entry, printed journal with Sherif & Marawan | JV 50 - after input
supporting documents. No entry shall be done without Received - at receipt
supporting documents (1st level). & at encashment
Checking Method: Bank related - at
1) Place sequential no. on all supporting docs (JV 50, Contracts, bank reconciliation

bank receipts, checks received, etc.) and filing the copy in order
in the accrual record file)

Review from the general ledger level and check if there are any Hossam Month-end
missing items or info (2nd level).
1) Check that all sequential no. accounted for.

2) Total balance check
Accuracy Review & compare accounting entry, printed journal with Sherif & Marawan After input
Yaluation) support!ng documents. No entry shall be done without
supporting documents (1st level).
Review from the general ledger level and check if there are any Hossam Month-end
missing items or info (2nd level).
Proper Period Review, anlyze & classify the following accounts through the Hossam Month-end
(Allocation) General Ledger:
-Suspense account (Check related payments)
- Tuition
- Prepaid expense
Existence Review & compare accounting entry, printed journal with Sherif & Marawan After input
supporting documents. No entry shall be done without
supporting documents (1st level).

3 Assertions are claims that management makes about the correctness of its financial statements and, by implication, the transactions
comprising the accounts balances that make up the financial statements.

COSO and PCAOB define relevant assertions as management authorization, completeness, existence or occurrence, valuation and
allocation, rights and obligations, presentation and disclosure and safeguarding. We have notincluded management authorization, rights
and obligations, presentation and disclosure and safeguarding for itis out of scope of project. Itis assumed thatitis already conducted.
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Deliverable 3 — Review of BOT
Materials

o Reviewed BOT Materials

15

Benefit of Training

o Because it was done at Japan, C/P officer were able to
concentrate in training and had more training time, thus,
increased understanding in the accounting software

o Due to the dedicated time, there was more time to
identify discuss on possible issues and find solutions for it,
discuss more about the procedure

o Increased training time enabled them to study more the
functions of the system, thus, there was a change in way
of thinking-> from extra workload, they started to think
on how they can use the system to conduct BOT &
governmental financial analysis

16
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Points to consider 1

o Xero Software not bought yet
o Actual input of data for fiscal year 2013
was done only on 5t day
Data arrived late due to the situation in Egypt
Not complete
o Due to the incomplete input, could not
experience or practice month-end activities
(which needs more accounting skill)

o Receiving of supporting documents late

17

Findings 1 - Training

1) Timing of receiving of documents Late
Risk: Accounting related documents are usually relayed to
Accounting/Finance Dept. late, thus, there is a risk that
accrual related inputs may not be completely & timely
recorded.
Solution: Set rule to accrue items based on materiality
(accrue big ticket items that require a contract)

2) Above is partly due to lack of coordination between

depts. and imperfect information

Risk: Accrual related inputs may not be completely & timely
recorded accurately & reliably. Realistic projection & budget
cannot be made

Solution: Involve other dept. and solicit their cooperation
(ex. Input of Account payable items by Procurement). Need
to have involvement to get complete information for
budgeting purposed

18
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Findings 2 - Training

3) Sense of Internal control weak - unclear division of
labor

(Vertical) Recommended that alot of people to have advisor
level

(Horizontal) one person doing cross function from
receivable, payable to bank reconciliation

Risk: Weak internal control

Solution: Set rule to accrue items based on materiality
(accrue big ticket items that require a contract)

19

Findings 3 — BOT materials 1

Findings Recommended Activities PIC
Doc 5 "Decrease in student applicant and Make portion explainig details of "Decrease in student applicant and | Finance
pertaining program" explanation lacking. |pertaining program" ( ex. write %, reason why and action to take) (ex.|  dept.
Increase marketing thus reflect increase pertaining budget). This item
directly affects budget.
Doc 5 "Decrease in graduates” explanation  (Make portion explainig details of "Decrease in graduates” (ex. write | Finance
Jlacking. %, reason why and action to take). This item directly affects budget. | dept.
Doc 8 NOTE 6 & NOTE 7 Specify where the NOTE is. IF missing, add to Doc 8 Auditor
Missing
Doc 8 JICA equipments list Include JICA equipments list in NOTES of Financial Statement. Itis | Auditor
already agreed with the Auditor and the JICA Consultant that it will be
missing and not recognized reflected on the NOTES. Please process it.
Doc 8 Balance Sheet : Land 31,000,000.- Material amount, thus needs further explanation. Make NOTES Auditor
stating that the name is still with MOHE and it is under process
has no pertaining explanation
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Findings 3 —

BOT materials 2

Findings

Recommended Activities

activity 22,157,345.-

has no pertaining explanation.

Balance Sheet : Funds allocated to the

Material amount, thus needs further explanation. "Funds allocated to
the activity" is not a common Term. Make NOTES stating that it is
equivalent to Owner's Equity.

Auditor

By placing it in Note 3 & Note 4: when it
is not an assset, it bloats the FS and
provides a misleading impression on the
financial performance of the university.

4. It should be noted seperately in the Notes.

Doc 8 Balance Sheet : Increase or Decrease |Material amount, thus needs further explanation. Make NOTES Auditor
inNet Assets 45,383,709- stating the details.
has no pertaining explanation.
Doc 8 Multi-currency book Material amount, thus needs further explanation. Make NOTES Auditor
stating the FX rate and details.
but has no explanation on the FXrate
used or FX gain and loss. This is
needed for EGP currently volatile.
Doc 8 NOTE 3 & Note 4:Letter of Guarantee  [Need to clarify the nature and consider to delete from Note 3 & Note Auditor

Findings 3 —

BOT materials 3

. Findings Recommended Activities
Doc 9 Government approved budget: analysis  {lInclude comparison between whole vs. item (%). Write %, reason Finance
can be improved. why and action to take. dept. |
Doc 9 Government approved budget: analysis  {/Comparison of between period <increase (decrease)%> . Write %, | Finance
can be improved. reason why and action to take. dept. |
Financial  |Should prepare a doc analyzing Balance [Make document Finance
Statement |Sheet, Cash Flow Statement & 1) comparing 2 years of FS by making column for % increase dept.
Analysis  |Statement of Revenues & Expense (decrease) in Balance Sheet, Cash Flow Statement & Statement of
(No Revenues & Expense
Document) |Usually when comparing 2 years, there |2) stating the % of allocation (making total no as 100%)
would be a column for % increase
(decrease)
NOTES  |All notes that was prepared by Fin Dept |Place the NOTES that has be prepared by the EJUST in the NOTES | Auditor
should be placed in the NOTES of the ~ [for the Financial statement. That is vital information that should be
Financial Statement audited by Auditor. |provided by Auditor, not by the president, due to independency issu.
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F¥REIE 3 -BOT &#

Findings Recommended Activities PIC

"Decrease in student applicant and Make portion explainig details of "Decrease in student applicant and | Finance
pertaining program" explanation lacking. |pertaining program” ( ex. write %, reason why and action to take) (ex.|  dept.
Increase marketing thus reflect increase pertaining budget). This item
directly affects budget.
Doc 5 "Decrease in graduates" explanation  {Make portion explainig details of "Decrease in graduates” (ex. wiite | Finance
lacking. %, reason why and action to take). This item directly affects budget. | dept.
Doc 8 NOTE 6 & NOTE 7 Specify where the NOTE is. IF missing, add to Doc 8 Auditor
Missing
Doc 8 JICA equipments list Include JICA equipments list in NOTES of Financial Statement. Itis | Auditor
already agreed with the Auditor and the JICA Consultant that it will be
missing and not recognized reflected on the NOTES. Please process it.
Doc 8 Balance Sheet : Land 31,000,000.- Material amount, thus needs further explanation. Make NOTES Auditor
stating that the name is still with MOHE and it is under process
has no pertaining explanation
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HRREIE 4

- BOT &H

Doc. No. Findings Recommended Activities PIC
Doc 8 Balance Sheet : Funds allocated to the |Material amount, thus needs further explanation. "Funds allocated to | Auditor
activity 22,157,345.- the activity" is not a common Term. Make NOTES stating that it is

equivalent to Owner's Equity.
has no pertaining explanation.
Doc 8 Balance Sheet : Increase or Decrease |Material amount, thus needs further explanation. Make NOTES Auditor
inNet Assets 45,383,709- stating the details.
has no pertaining explanation.
Doc 8 Multi-currency book Material amount, thus needs further explanation. Make NOTES Auditor
stating the FX rate and details.
but has no explanation on the FX rate
used or FX gain and loss. This is
needed for EGP currently wolatile.
Doc 8 NOTE 3 & Note 4:Letter of Guarantee  |Need to clarify the nature and consider to delete from Note 3 & Note | Auditor
4. It should be noted seperately in the Notes.
By placing it in Note 3 & Note 4: when it
is not an assset, it bloats the FS and
provides a misleading impression on the
financial performance of the university.

HRREIES

- BOT &H

Findings

Government approved budget: analysis

Recommended Activities
Include comparison between whole \s. item (%). Write %, reason

Finance

can be improved. why and action to take. dept.
Doc 9 Government approved budget: analysis |/Comparison of between period <increase (decrease)%> . Write %, | Finance
can be improved. reason why and action to take. dept.
Financial |Should prepare a doc analyzing Balance |Make document Finance
Statement |Sheet, Cash Flow Statement & 1) comparing 2 years of FS by making column for % increase dept.
Analysis  [Statement of Revenues & Expense (decrease) in Balance Sheet, Cash Flow Statement & Statement of
(No Revenues & Expense
Document) |Usually when comparing 2 years, there |2) stating the % of allocation (making total no as 100%)
would be a column for % increase
(decrease)
NOTES  |All notes that was prepared by Fin Dept [Place the NOTES that has be prepared by the EJUST in the NOTES | Auditor
should be placed in the NOTES of the  [for the Financial statement. That is vital information that should be
Financial Statement audited by Auditor. |provided by Auditor, not by the president, due to independency issu.
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Policy of Physical inventory

1. Definition of Physical inventory
Physical inventory means, in respect of verifying appropriateness of booked inventory
values, the procedures consisted of checking of actual articles (volumes and qualities),
verifying of those with booked balances, analyzing of the causes if there being
discrepancies, and the procedures the objectives of which is to make the actual

inventory values and the booked values same anytime.

2. Objectives of Physical inventory

(1) Compute appropriate amounts of profits by accurately recognizing asset values.
Physical inventory is the most important procedure to compute the amount of
profit of the university.
The amount of profit is directly affected by the fact if the actual balances and the
conditions (ex. there being an excessive inventory, and others) in respect of
inventory assets possessed by the university are appropriately recognized or not.
Therefore it is concluded that an internal report lacks reliability if the recognition
is made erroneously and it will cause significant troubles on the investors.

(2) Realize the improvement of daily business management and management
efficiency.
The procedure which compares the booked values and physical inventory
balances is important to improve the daily business quality and management.
Physical inventory is a complicated procedure entailing participation of many
staffs, significant time and cost, and it cannot produce expected results if the
implementing manner is not correct, but the performance with high accuracy

must be realized understanding the objectives above-mentioned.

3. Date of Physical inventory
Physical inventory date is the date at the end of month.

4. Scope of Physical inventory
(1) Check all inventory assets possessed by the university
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(2) Physically count the numbers of all and each article subject to it.

(3) Pay attention not to have articles not checked by it. If some are not checked, they
are regarded assets not belonging to the university so they must be placed
separately at a certain place to avoid mixture

(4) Process articles (inclusive of parts) subject to discarding within the term, the
records of articles (inclusive of parts) sold and transacted accordingly must be
prepared. (If the transactions are not completed, place them at a certain place

and attach the descriptions.)

5. Implementation manner
(1) Decide each role
a. Prepare Inventory location map
b. Decide a person in charge
1) Performer: Person who distributes, collects Inventory checking slips, and
who computes based on the returned slips, further who
physically checks articles and fills up the slips.
2) Checker: Person who verifies the contents recorded on the slips by a
performer with the actual status.
(2) Suspension of Shipments (inbound and outbound) and others
a. Physical inventory should be made all together by suspending shipments
(inbound and outbound) into/from warehouses and transfers between
departments.
b. It is expected to improve the total accuracy by avoiding double counting
and other mistakes through suspension of the transfers between

departments.

(3) Format of Inventory checking slip
Physical inventory should use Inventory checking slips.
In using, the following should be noted:
a. Use specified Inventory checking slips.
b. Fill up the specified fields and attach the slip to the article.
c. Must use black ball pen to fill up.
d. Must not discard the slip for whatever reasons.

e. Mark clearly X with red ball pen or the like if mistakenly filled up, identify
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it as “mistake”

f. A performer and a checker must sign on the slip after verifying the

contents on the slip.

g. Understand “Points to fill up of Inventory checking slip” described later.

(4) Cautions of Physical counting

a. A performer must count per article, and a checker must verify by counting
again. If the check finds the mistake, let the performer count again, correct
the description on the slip.

b. After the counting and the attaching, verify with the booked values, then if
there is an article with the significant discrepancy between, analyze the
causes and count again for verification. If the physical counting is correct,
study the causes of the discrepancy.

c. A performer and a checker need to count aloud, and check each other.

6. Notes
(1) Prepare Inventory location map for equal workloads and smooth

performances.
(2) Points before Physical inventory

Arrange everything inside warehouses in order.

7. Points to fill up Inventory checking slip
(1) Use one slip per article. So two or more articles must not be stated per slip.

(2) Use and attach one slip per article per location. If one article is placed at several

places (inclusive of being placed in parallel), attach the slips separately.

8. Actions after Physical inventory
After physical inventory, verify with the descriptions of carry forward (number for carry
forward and the balance) in inventory book and other relevant books. If there is an

article with significant discrepancy, study the causes.
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1.  Objectives

a. Currently the cash basis accounting is required for government reporting purposes.
This manual shall act as the accrual accounting reference manual for asset.

b. To ascertain existence and ownership of university’s assets.

C. To ascertain proper and consistent accounting of expenditures related to property,
plant, and equipment in accrual basis accounting.

d. To ensure fair calculation of depreciation expense for the period.

2. Responsibilities
2.1 Accounting Services Provider (Budget Control)

a. Assure that all assets acquisitions are legitimate, that the assets acquired are really

needed and covered by the university’s budget.
2.2 Warehouse
a. Preparation of schedule for the actual Physical count of assets.
2.2 Accounting Services Provider

a. Records acquisition of assets based on suppliers invoices, approved purchase orders
and canvass sheet.

b. Preparation of monthly lapsing schedule for the monthly depreciation of assets.
c. Records disposal/write-off of assets based on approved requisition form.

d. Observe physical count of assets.
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3. Guidelines

1. Functions that are documented are activities that are regularly covered by accrual
accounting. The scope of this manual is specifically for accrual accounting for
management reporting to the BOT. If there is a specific procedure which is mandated
by law or BOT, the procedures in this guideline shall be superseded.

2. This guideline is for management control for asset and recording in accrual accounting
basis and not for statutory reporting purposes.

3. This guideline covers all assets which included assets bought by the university as well
as assets donated by donors such as JICA.

4. Subsidiary records are maintained for assets and depreciation reserves, reconciled
periodically to general ledger controls and are periodically compared to physical count
of assets.

5. Authorization for and control over acquisitions, transfers and sales or abandonment of
university owned/leased and contractor/government owned/furnished assets are
covered by specific university policies.

6. Depreciation is basically based on the Egyptian Tax code and capitalization and are
adhered to by accounting. This document shall act as the approved written policies
for depreciation and capitalization and shall be adhered to by accounting.

Based on EAS, the following is the depreciation rate:
v" Furniture & renovation 10%
v Equipment cars air condition 20%
v Computer 30%
v’ Steel bldg. 10%

HOWEVER, for equipment identified as rare or specialized, the product life and
depreciation rate shall be decided by the discretion of the committee convened by
management, technical staff, accounting and any other pertaining departments.
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7. According to EAS, asset is considered items above EGP 1,000. The accounting shall
follow this rule of thumb unless advice otherwise by the management.

8. Subsidiary ledgers/records are properly maintained:

a. By personnel independent of general ledger, cash, purchasing, payable, and
asset expenditure authorizing functions.

b. On all assets and depreciation including fully depreciated, and
government/contractor owned/furnished items.

C. Onall leased or rented equipment.

9. Detailed records or subsidiary ledgers are reconciled to control accounts on a quarterly
basis.

a. Anemployee independent of the record keeping duties checks reconciliation.

10. Requests originated by a responsible employee(s) are required for authority to proceed
with and/or disburse funds for acquisition, disposal, and exchange of transfer assets.
Such formal requests require the following:

a. Reason for expenditure/action and estimated cost/sales price (based on
competitive bids to buy or sell) and net book value.

b. Account to be charged/credited and vendor/purchaser.

C. Board of Directors, if over EGP or other responsible employee if
over/under EGP

d. That an approval copy be sent directly to accounting.

11. Authority similar to that specified in (3) is required before proceeding with and/or
disbursing funds for:

a. Maintenance and repairs of assets in excess of EGP

14-5




AHREMG BEEERINET=ATIL

Page(s):

ASSETMANAGEMENT FA-5

GUIDELINE Effectivity:

Prepared by: Approved by: Issue No.:
FA ver. 1.0

Revision No.:

b. Expenditures over amount originally authorized.
12. Board of Directors approves actual payments, if over EGP

13. On assets constructed or installed using in-house labor and material, review and
approval procedures similar to the above apply.

a. Costs of work are accumulated and recorded by numerically controlled work
orders, which are compared periodically to original estimates.

i. Work orders are reviewed periodically.
b. Capitalized costs include a reasonable charge for overhead.

14. On items constructed by others, contracts include an “audit” clause and audited by the
university at completion.

15. On items constructed “in-house” under contracts with others, materials and supplies
delivered to the plant for construction projects are physically checked to insure
propriety of charges.

16. Written policies exist and are known by accounting personnel on differentiating
between capitalizable additions, freight, installation  costs, replacements, and
maintenance expenditures, and:

a. Provide for depreciation or amortization of assets on hand and relief of
accumulated allowances for assets disposed of.

b. Provide for periodic review of construction in progress and relieving
maintenance and repair items included therein expensing monthly.

17. As to physical accountability for property, plant and equipment:

a. Wherever practicable, equipment is tagged with metal tags or is otherwise
labeled with university identification.
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b. Physical count of property are taken at least annually under the supervision
employees not responsible for physical custody or record keeping function of

property.

C. Results of physical count are compared to detailed records and resulting
adjustments are made promptly and are approved.

d. An adequate system of control and monthly reporting exists which
designates specific employees as accountable for the existence and condition
of property items, including in particular excess surplus, and idle equipment
or property.

e. Plant layout is arranged to provide physical safeguards over movable
equipment and small tools through the use of check in and out procedures,
gate keepers or gate checks.

18. Disposal and/or retirements should be authorized by a responsible officer or by the
Board of Directors.

19. Request for the authorization to retire, sell, transfer, dismantle or abandon property
should be submitted to authorized persons stating the reason, description, cost of the
item, market value, net book value, cost of removal, etc.

20. The retired assets should still be controlled to assure that the proceeds from its sale or
trade-in is receipted.

21. For all property that is leased obtain copies of all leases (or abstracts thereof) for our
files. Abstracts should include the terms, rentals, renewability, and purchase options
on all leased property.

14-7



AHREMG BEEERINET=ATIL

4.1 Process Description []Procurement Cycle
Sub process: Direct Order - Recognition of Procurement
Updated: May 5, 2013

Corporate

function

Accounting and financial function

Contents of operation

Documents

Current Cash Basis

2 _For procurement of Fixed Asset, refer to the Procurement Cycle (2.1 Issuance of Purchase Request & 2.2 Purchase Order) of Tender (Public Offer).

2.4 Procurement [Inspection standard]

Perform recognition of Procurement (inspection standards)

2.4.1 Arrival of shipment/Inspection of Accept goods and prepare Stock In Report (Acceptance Report) for EJUST
EJUST bought goods

bought goods

Verification of arrival of
shipment

(Accrual Basis)

Record data on arrival of
shipment

Verification of journal
supporting documents
Report on delivery
completion

Verification of delivery

Verify the contents and quantity of deliveries based on the Delivery Permission

IF item is not delivered to warehouse and delivered directly to the various
program, warehouse personnel has to go to the delivery place and receive togeth
with the program person.

(Acceptance Report).

Collect supporting documents and verify if it matches with information of Delivery
Permission.

Report the inspection of deliveries which meet the internal standards to
Procurement by filling in the Delivery Report and forward it with the Delivery
Receipt, Acceptance Letter & Stock In Report (Acceptance Report) to
Procurement.

Compare the supporting documents with the report on completion of trading, and
verify them based on the internal processing standards

Input data concerning items and quantity of arrived shipment in the Stock In Repo|

Acceptance Letter
Delivery Permission

Acceptance Letter,
Delivery Permission,|
Stock In report

Warehouse

Warehouse

Warehouse

Warehouse

Procurement
Acting Manger

2.4.2 Recognition of Procurement

Recognize procurement

Report

with all other original
documents

Verification of evidences |Receive Completion Report from Vendor. Sends it and request to accounting, has| Completion Record | Procurement
for inspection to be approved by requesting dept. Attach all original documents. Acting Manger
Verification of contents of |Check the contents of the Completion Report from Vendor and forward it to Procurement
Completion Report requesting department VP. Acting Manger
Verification of Completion |Verify the Completion Report with supporting documents. Requesting
Report and supporting department VP
documents

Verification of Verify if the Procurement has actually been made. Requesting
Procurement department VP
Authorize Completion Authorize the Completion Report and forward it to Procurement. Requesting
Report department VP
Authorize Completion Forward Completion Record with all other original documents to Accounting. Completion Record |  Procurement

Acting Manger

243 Recol

nition of Procurement (Accrual Basis)

Record procurement

Check if there is authorized signatory of requesting dept. on completion report.
Input the procurement amount to the accrual basis accounting software and print ij
out. Sign the print out.

Completion Record

Verification of contents of
input

Check content of input in the Accrual Accounting Software

Accounting
Staff 1

Authorize journal entry

Authorize by signing on print out. File the print out in a separate folder for accrual
accounting with photocopy of completion report and other evidences.

Accounting
Manager

Accounting
Manager
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4,2 Process Description []Procurement Cycle
Sub process: Tender (Public Offer) - Recognition of Procurement
Updated: May 5, 2013

Corporate
function

Accounting and financial function

2.1 lIssuance of Purchase Request

Contents of operation

PIC

Rem
Current Cash Bas

2.1.1 Issuan

ce of Purchase Request

Prepare the Purchase Order.

Preparation of Purchase

Purchase Request and
committee member from
Management

Authorization Budget
Approval of the Purchase
Request

Prepare Memo for Purchase Order. Specification of Tender detail and budget

Committee member

Authorize the availability of budget.

Purchase Request &|

Sporting documents

Purchase Request &|
Sporting documents

Requisition Dept.|

Finance Director

Procedure based on Law No. 89/1998

Order Memo information also noted. Request Vendor to fill up the Vendor information and attac| Supporting Staff
it documents
Authorization of Purchase | Authorize Memo for Purchase Order
Order Memo
Verification of contents of |Verify contents of the Memo for Purchase Request and the committee member. | Purchase Request &| President
the Purchase Request an Sporting documents
committee member
Selection of Committee  [Select & authorize Procurement Decision Committee member consisting of| Purchase Request &| President Committee consisting technical, finance,
Member technical, finance, procurement, and legal VP or manager. Sporting documents procurement, and legal VP or manager.
There are 3 committees made, at opening,
General Authorization of |Provide general authorization of the procurement and Procurement Selection Purchase Request &| President selection & implementation time.If tender

and above 250,000 EGP, have to invite from|
the government (Council of State) and
ministry of finance to join committee.

Preparation of Conditional
Book (Book of
Specification)

Prepare a Conditional Book (Book of ) with tender

Vendor information, budget information.

Conditional Book
(Book of
Specification),
Purchase Request &|
Sporting documents

Procurement
Acting Manger

All supporting documents are included in the]
Conditional Book.

Request form & content

Authorization of Purchase|
Request

vendor info and signature of authorization. Check stock availability (verbally) with|
Warehouse. Check if Direct Order of Tender (Public Offering).
Authorize the Purchase Request.

Sporting documents

Purchase Request &|
Sporting documents

Verification of contents of |Review the procurement requisition in terms of the technical, finance, legal and|Purchase Request &  Committee
the Purchase Request procurement side. Sporting documents Member
Authorization of contents |Authorize the procurement request from the technical, finance, legal and|Purchase Request& Committee
of the Purchase Request |procurement side. Sporting documents Member
Verification of Purchase |Verify the PO content such as product specification, quantity, availability of budget,| Purchase Request & Procurement

Acting Manger

Procurement
Acting Manger

price information from
Vendor

Receiving of proof of
Vendor Payment of

Receive proof of Payment of Insurance from Vendors.

Acting Manger

Procurement
Acting Manger

2.2 Issuance of Purchase Order (. Lettel
2.2.1 Public Offering Request price information from vendor.
Advertisement of Tender |Public Offering done at special gazette. Participating Vendors contact Procurement  |For big tenders, consultant chosen accordini
Procurement and send its own profile and CV. Acting Manger _[to tender are hired. Consultant selection is
Receiving company & Participating Vendors contact Procurement and send its own profile and CV. Procurement |also done by tender.

Vendors have to pay within 10 days primer
insurance (equivalent to a construction bond]

documents, technical expertise is attached and provided to committee.

Vendor and Requesting
Dept.

Vendor to meet with requesting department.

Canvass Report &
Conditional Book

Acting Manger

Review Canvass Report & Review the Canvassing Report in terms of the technical, finance, legal and| Committee
Select Vendor procurement side and select vendor. Member
Authorize Canvass Report|Authorize Canvass Report recommendation and selection of Vendor. Committee
& Vendor Member
Initiate contact between  |Inform the requesting department the canvassing process done and request Procurement

Acting Manger

Insurance and send evidence to Procurement
2.2.2 Canvassing Screen and select Vendor.

Selection of Selection Select & authorize Vendor Selection Committee member consisting of technical,| Purchase Request & President

Committee Member finance, procurement, and legal VP or manager. Conditional Book

Screening of Vendor Prepare Canvass Report. Vendor's specification, company profile, CV, supporting| Purchase Request, | Procurement

Vendor Final Payment of
Insurance

Final Insurance from
Vendors.

Acting Manger

2.2.3 Issuance of Purchase Request Issue Purchase Request.
Issuance of Purchase Prepare Acceptance Letter (Purchase Request) and send to selected Vendor. Acceptance Letter Procurement
Request (Purchase Request) | Acting Manger
Issuance of Delivery Prepare Delivery Permission and forward it with Acceptance Letter to Warehouse |Acceptance Letter Procurement
Permission Delivery Permission | Acting Manger
Receiving of proof of Receive proof of Payment of Final Insurance from Vendors. Proof of Payment of | Procurement |Chosen Vendor has to pay final insurance

unless if initial insurance covers the amount
of the final insurance.

14-9

Repayment of Primer For Vendors not chosen, the amount equivalent to primer insurance is paid back s Procurement
Insurance that company. (Refer to 2.3.4 Payment Request-JV 50 procedure) Acting Manger
Selection of Select & authorize Project Implementation Committee member consisting of| Conditional Book President
Implementation technical, finance, procurement, and legal VP or manager.
Committee Member

2.3 Procurement contract Conclude the procurement contract

2.3.1 Verification of contract conditions Verify the contents of the procurement contract

Verification of settlement |Check the settlement method Conditional Book & |  Procurement
method Contract Acting Manger
Verification of settlement |Check the settlement date Procurement
date Acting Manger
Verification of delivery Verify the delivery terms Procurement
terms Acting Manger
Verification of contracts | Verify the contents of the contract at the draft level Procurement
(draft) Acting Manger
Verification of contract Verify if the contract has any risks in terms of tax practice Procurement
conditions Acting Manger
Inquiry to relevant Inquire the relevant departments on contract conditions Procurement
departments Acting Manger
Request for changes on  |Request for changes of contract conditions Procurement
contract conditions Acting Manger
Verification of settlement |Check the settlement method Committee
method Member
Verification of settlement |Check the settlement date Committee
date Member
Verification of delivery Verify the delivery terms Committee
terms Member
Verification of contracts | Verify the contents of the contract at the draft level Committee
(draft) Member
Verification of contract Verify if the contract has any risks in terms of tax practice Committee
conditions Member
Inquiry to relevant Inquire the relevant departments on contract conditions Committee
departments Member
Review on contents of the |Audit the contents of the contract if it has any problems in terms of accounting an Committee
contract financial standpoint Member

(Accounting)
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4,2 Process Description []Procurement Cycle
Sub process: Tender (Public Offer) - Recognition of Procurement
Updated: May 5, 2013

Corporate counting and financial function ontents of operatio ments PIC Rem
function rrent Cash Bas
Request for changes on  |Request for changes of contract conditions Committee
contract conditions Member
Authorization of contents |Authorize the contents of the contract President
of the contract
2.4 Procurement [Inspection standard] Perform recognition of Procurement (inspection standards
2.4.1 Arrival of shipment/Inspection Accept goods and prepare Stock In Report (Acceptance Report)

Verification of arrival of | Verify the contents and quantity of deliveries based on the Delivery Permission  |Acceptance Letter Warehouse
shipment Delivery Permission
(Accrual Basis) IF item is not delivered to warehouse and delivered directly to the various

program, warehouse personnel has to go to the delivery place and receive togeth

with the program person.
Record data on arrival of |Input data concerning items and quantity of arrived shipment in the Stock In Repo| Acceptance Letter, Warehouse
shipment (Acceptance Report). Delivery Permission,

Stock In report

Verification of journal Collect supporting documents and verify if it matches with information of Delivery Warehouse
supporting documents Permission.
Report on delivery Report the inspection of deliveries which meet the internal standards to Warehouse
completion Procurement by filling in the Delivery Report and forward it with the Delivery

Receipt, Acceptance Letter & Stock In Report (Acceptance Report) to

Procurement.
Verification of delivery Compare the supporting documents with the report on completion of trading, and Procurement

verify them based on the internal processing standards

Acting Manger

2.4.2 Recog

nition of Procurement
Verification of evidences
for inspection

Recognize procurement

Receive Completion Report from Vendor. Sends it and request to accounting, has|
to be approved by requesting dept. and Committee Member. Attach all original
documents.

Completion Record

Procurement
Acting Manger

Report

with all other originall
documents

Verification of contents of |Check the contents of the Completion Report from Vendor and forward it to Procurement
Completion Report requesting department VP and Committee Member. Acting Manger
Verification of Completion |Verify the Completion Report with supporting documents. Requesting
Report and supporting department VP &
documents Committee
Verification of Verify if the Procurement has actually been made. Members
Procurement

Authorize Completion Authorize the Completion Report and forward it to Procurement.

Report

Authorize Completion Forward Completion Record with all other original documents to Accounting. Completion Record | Procurement

Acting Manger

it

2.4.3 Recognition of Procurement (Accrual Basis;
Record procurement Check if there is authorized signatory of requesting dept. on completion report. Completion Record Accounting
Input the procurement amount to the accrual basis accounting software and print i Staff 1
out. Sign the print out.
Verification of contents of |Check content of input in the Accrual Accounting Software with support evidences| Accounting
input Manager
Authorize journal entry  |Authorize by signing on print out. File the print out in a separate folder for accruall Accounting
accounting with photocopy of completion report and other evidences. Manager
2.4.3 Verification of contents of invoice Verify the contents of sales invoice from the vendor
Verification of the Receive the Sales Invoice from Vendor Sales Invoice Procurement
Payables due Acting Manger
Verification of contents of |Verify the contents of invoice Procurement
invoice Acting Manger
Authorization of Authorize the settlement Procurement

Acting Manger

2.4.5 Paymel

nt request

Request payment of procurement

Preparation of Payment

Fill up Section 1 of the JV 50.

(all original documents) to the President.

Completion Report,

supporting docs

Procurement

Request Sales Invoice, Acting Manger
JV 50 (General
Forward the JV 50, Completion Report, Sales Invoice and supporting documents Voucher) & Procurement

Acting Manger

Authorization of Payment
Request

Authorize Section 2 of the JV 50.

Completion Report,
Sales Invoice,

Confirm budget allowance and sign Section 2 of the JV 50.

JV 50(General
Voucher) &
supporting docs

President

Finance Director

2.4.6 Recording of Procurement

Recording of procurement
cost

Record the procurement cost in Book 55 and journalize the details of Section 2 J
50 at excel General Ledger.

Accounting Staff

Verification of Verify the procurement cost to be recorded and the pertaining account title it is to | Completion Report, Accounting  [Recording of procurement is done when
procurement cost be recorded to. Assign serial no. on JV 50 based on received sequence. Sign Sales Invoice, Staff 1 (1st  |actual payment done. Journal Entry is:
Section3 of JV 50. JV 50 (General Review)
Voucher) & Staff2 (2nd  |Ri irsement of fund (Recognize
Authorization of Authorize and signs Section 3 of the JV 50. supporting docs) Accounting  |expense)
procurement cost Manager xx DR Deductions

xx CR Expense ltem

Release of cheque
xx DR Expense Item
xx CR cheque Withdrawal

2.4.7 Recording of Procurement (Accru

al Basis;
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Record procurement Input the amount on the JV 50 to the accrual basis accounting software and print JV 50 (General Accounting
out it out. Sign on print out. Voucher) & Staff 1 (1st

supporting docs Review)
Staff 2 (2nd
Verification of contents of |Check content of input and amount same as JV 50 in the Accrual Accounting Accounting

input Software Manager
Authorize journal entry Authorize by signing on print out. File the print out in a separate folder for accrual Accounting

accounting with photocopy of completion report and other evidences. Manager

25 Settle the Payables
2.5.1 Verification of Cheque Verify the content of check voucher and prepare check.

Verification of Cheque Verify detail with Section 2 JV 50. JV 50 Accounting

Amount (General Voucher) Manager




AHREMG BEEERINET=ATIL

4,2 Process Description []Procurement Cycle
Sub process: Tender (Public Offer) - Recognition of Procurement
Updated: May 5, 2013

Corporate  Accounting and financial function Contents of operation Documents

function Current Cash Basis

Authorization of Cheque |Authorize and sign Section 4 JV 50. JV 50 Accounting

Prepare and sign cheque. (General Voucher) Manager
Cheque
Authorize and sign Section 4 JV 50. Authorized
Sign cheque. Signatory
(President)

2.5.2 Execution of Payment
Releasing of Cheque Release cheque to Vendor. Cheque & JV 50. Accounting  |Journal Entry for release of Cheque
Manager xx DR Expense Item

xx CR Cheque Withdrawal
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4.1 Process Description []Procurement Cycle
Sub process: JICA Donated - Recognition of Donated Assets
Updated: May 5, 2013

Corporate Accounting and financial function Contents of operation Documents PIC Rem)|
function urrent Cash Basis
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5.1 Flow chart for Warehouse Management

Organization name : Accounting Department | Transaction pattern : Direct Order

Process name : [2.0] Procurement Management_| Documentation departmen|

Sub process name : | [2.43] Recognition of Procurement Preparation date : 2013/5/5

Accounting Department

Operations Relevant Departments System
Staff 1 Staff 2 Manager
<Legend> P e el el el Y
[2.43 RECOGNITION Purchasi 4 <NEW Accrual Basis Procedure> S N
OF PROCUREMENT] “’Se;‘f'”g /’ .
) For journal entry samples refer to
/ Journal Entry Guideline in Accrual
Operatbn I Accounting Reference Manual.
b Sample Journal Entry is:
| Received equipment but not paid
i i et.
Completion Report . Completion Report 1R Equipment
xx CR Account Payable
OR
! Received Equipment after
System 1 payment.
| (Payment date)
xx DR Advance Payment
| L xx CR Cash
\/_enfy if h_ave (Received equipment)
| |authorization signature. xx DR Equipment
X CR Advance Payment
Docum ents/Led : l
gers 1
! 1
I | Input the procurement 1
1 amount in Accrual
Fie | Completion Report Accounting I
1
! 1
! 1
Othy ! : 1
er -
processes/ ! Print & sign on print Check & Authorize |
Division | anonp by signing on print
| out 1
1
! XNOTE: !
1 8 . 1
I Procedure may change 1
due to system
\ 1
\ /
\ 4
A 4
~ 7’
~ S (P -
P T I e e R e S
” ~
~
7 | Procurement N
[2.47 RECORDING // Dept. | v \
For journal entry samples refer to
OF PROCUREMENT] ] Journal Entry Guideline in Accrual \
Accounting Reference Manual
1 Sample Journal Entry is \
| | Completion Report Completion Report Received equipment but not paid 1
" - i yet. 1
1 Supporting evidence Supporting evidence xx DR Equipment
| xx CR Account Payable 1
1 Received Equipment after I
ayment. 1
1 (Payment date)
xxDR Advance Payment 1
I X« CR Cash
| (Received equipment) 1
xx DR Equipment
1 X« CR Advance Payment 1
| 1
| 1
1 Input the labor cost 1
\ onJV 50 in Aé%cﬁ?:\g 1
Accountng Software
| 9 Software 1
| |
|
1
I ' !
- |
1 . . . Check & Authorize " .
| Print & SIgI: on print by signing on print XNOTE: 1
1 ou out Procedure may change 1
due to system 1
1
\ 1
\ !
\ /
N /
4
~
\5_________________________________________f’
2.52 EXECUTION OF
PAYMENT
Start
Release Cheque to
P I i B
K AN
/ \
1 Input the labor cost A | 1
on JV 50 in ccrual
| Accountng Software Accounting |
1 Software 1
| |
I |
I ¢ I
1 . . . Check & Authorize 1
Print & sign on print i i For journal entry samples refer to
1 out by signing on print Journal Entry Guideline in Accrual 1
5 out Accounting Reference Manual.
1 XNOTE: Journal Entry is: 1
I Procedure may change Release of Cheque after receipt of I
goods
1 due to system x DR Account Payable 1
1 xx CR Cash 1
\\ 1
/
b -,

e e e e

_—— = —— =
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5.2 Flow chart for Warehouse Management

QOrganization name :

Accounting Department |

Process name :

[2.0] Procurement Management |

Sub process name :

[ [2.43] Recognition of Procurement

AHREMG BEEERINET=ATIL

Transaction pattern :

Tender (Public Offer)

Documentation departmen|

Preparation date :

2013/5/5

Accounting Department

Operations Relevant Departments System
Staff 1 Staff 2 Manager
<Legend> e e _— = — - - -
[2.43 RECOGNITION Purchasin e <NEW Accrual Basis Procedure> s ~
OF PROCUREMENT] Dept 9 /' -
) For journal entry samples refer to
/ Journal Entry Guideline in Accrual
0Operaton ] Accounting Reference Manual.
b Sample Journal Entry is:
I Received equipment but not paid
y . yet.
Completion Report . Completion Report o5R Equipment
X« CR Account Payable
! Received Equipment after
System 1 ayment.
(Payment date)
1 xx DR Advance Payment
xx CR Cash
I Verify if have (Received equipment)
| |authorization signature. xx DR Equipment
| xx CR Advance Payment
Docum ents/Led
gers 1 l 1
! 1
I | Input the procurement 1
1 amount in Accrual
Fie | Completion Report Accounting 1
|
: 1
I
| . ,
1 . . . Check & Authorize
eSS Print & sign on print i H 1
Division | anonp by signing on print
out I
! I
! 1
1 XNOTE: |
| Procedure may change 1
due to system
\ 1
\ /
\ 4
N /
~ 7’
~ . o o o o = = - — i - -
= -_—— = - == — - - o === - - == = == = = === ~-o N
’ Procurement N
[2.47 RECORDING Dept. \
For journal entry samples refer to
OF PROCUREMENT] Journal Entry Guideline in Accrual \
Accounting Reference Manual.
1 Sample Journal Entry is: 1
1 | Completion Report Completion Report Received equipment but not paid 1
1 Supporting evidence Supporting evidence x«DR Equipment !
| XX CR Account Payable I
OR
I Received Equipment after 1
1 (Payment date) 1
xx DR Advance Payment 1
I X« CR Cas|
| (Received equipment) 1
xx DR Equipment
I xx CR Advance Payment I
| |
| I
I Input the labor cost Accrual I
on JV 50 in > cerual 1
1 Accountng Software Accounting
I Software 1
| 1
| I
I ! !
. |
1 . . . Check & Authorize o .
| Print & slgnt on print by signing on print XNOTE: 1
| ou out Procedure may change 1
| due to system 1
\ 1
\ 1
\ /
N 4
~ '
~ L ) S - -
2.52 EXECUTION OF
PAYMENT
Start
Release Cheque to
Vendor
PR i e -o
7 A Y
/ \
I Input the labor cost A ! 1
on JV 50 in corual
| Accountng Software Accounting 1
Software
I I
I |
I |
| ¢ |
1 . . . Check & Authorize 1
Print & sign on print fani; 5 For journal entry samples refer to
1 out by signing on print Journal Entry Guideline in Accrual 1
out ‘Accounting Reference Manual.
1 XNOTE: Journal Entry is: 1
1 Procedure may change Release of Cheque after receiptof |
goods
I due to system xx DR Account Payable 1
] xx CR Cash 1
! ]
\ 4 Y
~ _7




5.3 Flow chart for warehouse Management

AHEHRG

& name :

Dep

JICA Donated

T pattern

Process name :

[2.0]

Sub process name :

[2.6] Receiving of JICA Donated

BEEEERFTUNET=TIL

Preparation date : 2013/5/5
Accounting Department
Operations JICA Project Office EJUST System
Warehouse Staff 1 Manager
<Legend> ——_————— == il it ity el nled il -~a
[2.61] Arrival of < Japan/ Sso
shipmem/\nsgr.{uon of Vendor <NEW Accrual Basis Procedure> ~
Operaton JICA denated AN
\
4 \
’
\
/ Equipment \
II \
Systen h \
b 1
1
1 Supporting Evidence 1
1 (ex. S !
Docunents/Leds | '
ers |
N 1
1
v
: 1
Fie Call or Email 1
1 Warehouse. Receive info '
! 1
: 1
processes/ | I
Division 1
| Prepare
1) Stock transfer Slip 1
| 2) Notice of Donation 1
! 1
: 1
1
! Notice of Donation 1
1 Notice of Donation |
1
\ Stock Transfer Siip :
! 1
: 1
| Stock Transfer Slip 1
1
! 1
! 1
: 1
1
1 Supporting Evidence I
1 (ex. S1) h
! 1
: 1
1
| |
! 1
! 1
: 1
1
I Verify the contents & 1
1 deliveries based on the h
| JICA prepared Stock
Transfer Siip 1
! 1
! 1
: 1
1
1 Sign Stock Transfer
| Slip. JICA to sign to. I
File and forward the 1
1 ther copies to 1
| Accounting & JICA
| Project Office 1
1
1 | |
1 ! |
1 v '
! Stock Transfer Slip 1 Stock Transfer Slip 3. Stock Transfer Slip 2 1
I (signed) (signed) (signed) 1
! 1
! 1
! 1
! 1
! 1
: 1
\ 1
\ Input items & quantity 1
in the Stock In Report 1
(Acceptance Report). 1
’
l ’
’
’
e
e
.
-
-
562 Recogniton of P e e L LT Ty
onation ; Goode <NEW Acciual Basis Procedure> >
(Accrual Basis) \\
\
1
1
Stock Transfer Siip .
1
Forjournal entry samples \
refer toJournalEnry
Gudeline i Accrual I
Aecounting Reference \
Mianusl Sample Journal
Verify if have signature By
of JICA Projet Officer & OB asment 1
Warehouse "ot CR Donation ncome 1
1
1
1
Input the
B mountin System Accrual Accounting 1
Software 1
1
1
{ 1
Check & Authorize !
Prasonnanec || ESGhng s !
P date on print out 1
1
HNOTE: l !
Procedure may change :
due to system B
’
’
7z
-
o - i _——————
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@
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=

X

AIERE KEB

E=ERE ENEBAR

IRt ER

IDTEEHBI TOTNEBA

TPz MAE Payment Request FEERFRET R DERKICH>TITE, X>THLS,

©O "

E-JUST MEFEET EICDUVT

—#IZIL—ILEYELT. a0 7—X 1 M HAETIZIE., MFKDA TIICAREE
EDT—4%EY . E-JUST OATEETIZHLESE. ST EIL—LIZDWZTYaArAT—avkE
H9,

5. R

RELGOBFHFEMND E—JUST ICEHEESTL. Warehouse DEBETHEML. ZEDH A%
$RE, (E-JUST TEH)

=L BREESEERN B EICEEEZ T >TIT oI REE (VA1) 2402 T . EEDRT
ENBASMNELGSLEVL DA FERE,
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- - - £% &R ER255%4A28H
B B ER25% 4 828H 10004 ~ 1285004
T&EA
& FR KPMG Cairo i N Eor
Il

HEE KPMG: Amed Mansour Saad

(BA#rBE) | iCube: ¥xV)—, FHH

BERE
KPMG Egypt

1

Egyptian accounting standard

Cash Basis& Accrual basis uedt in Egypt

SN NN NN

\

v

1)
2)
3)
4)
5)
6)

Adapt NGO Cash Basis

Recommended system¥

COMP SYS - KPMG used in 20 years used by 3 Delloite EY PWC
10,000 EGP software fee

1000 EGP for extra user, will reduce price

GL version 10,000 pound I user license

Manual statutory books inventory book journal book companies

Ngo journal book subledger book expense and income book

EAS vs IFRS [ZDLMT

Most are compatible

Not applyicable for ngo—

Payment for profit—> IFRS liability

Not permited reevaluate only ehnd change of status of(hierarchy of capital not hange
Not apply for ngo

Long term lease (10 years) capital lease— can capitalize long time lease (can capital asset)
Not ES should be considered expense/ no capital lease for ngo

Disclosure

Egyptian Standard

Depreication — 2°5% annual
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Furniture & renovation 10%

Equipment cars air condition 20%
Computer 30%

Steel bldg. 10%

Some materiality — FA if mini 1000 EGP/
DR Fixed asset / CR liability of FA donation
>>Acquire donated quptment —dperciaton
DR Dep cost CR accumulated costr

D liability of FAD  CR donation income
Taxes

WH

Salary

SSS

WithholderH

0.5 % goods for each 1000

Service 2%

Commission broker 5%

Foreign entities 20%

Double tax if agreement with

Donation tax no WH

WH quarterly payment — (EJUST says a month )

Donation tax

Income tax, Sales tax legal form — custom tax & sales

2005 before tax allowance 3000

Salary in cash or in kind /

Sales Tax 10%

No Sales & Income Tax

Don’ t capitaili sales tax should considered as cost

C

tax free

AREHD

A S I
= ok
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Amortize account

Each year donation icome

Consulting cost (jap) /in kind donation
7 3

SSS 15 paid

Islamic finance
Loan without interest —

>

AREHD

A S I
= ok

ULt
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E - - 8% WEH: FR25FE6 548

H B FR25FE6 548 1085105~ 1185405

AN=Ncwal

=

= A E-JUST Admin Office

HREE E-JUST: Zamel, Hossam. JICA: 3174, Neamah. iCube:Jeri, Sone, Sakamoto

B E AN A B2ERMAEICONT

[RA 2 2—)LIZDUVT ) (Hossam)
> RBITREBEREYIHIRARADTFE
> BEYVIMDEBEAIZDONTIIGEIREGGHT=LY
> 6 A ENSEIRMEBEZTOILENDDT, §AFITLL

[#BE X T LIZDLNT] (Jeri)

> IX-YRZOREBYINMIDWTRHEREF 1T, 77377 OREMNSHET
FELV, XeroZ EH B 1EHREF 1) TAIZ DV TILREE XeroldEAKHRL, HIRE
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1.  Objectives

a. This guideline shall act as the accrual accounting reference manual for General
Accounting. The Accrual Accounting Reference Policy and Guideline consists of
guidelines for the major Accounting cycles:

General Accounting

Revenue Management

Procurement and Warehouse Management
Payroll Management

Asset Management

Physical Count Guideline

AN N N N NN

b. To ensure proper recording of all transactions of the University in accordance with
prescribed rules and regulations.

C. To generate financial and operating reports useful in management decision-making.

2. Responsibilities

2.1 Accounting Manager

a. Plans, supervises and controls activities and staff involved in accounting, in
coordination with other operating departments;

b. Prepares of invoices, billings, and statement of accounts;

c. Ensures accurate and speedy recording, analysis and reconciliation of GL
accounts;

d. Monitors prompt documentation of the cash receipts and disbursements, and
other cash related transactions and treasury report;

e. Prepares timely financial statements and other reports to management for
planning and control purposes and compliance with government regulatory
agencies reporting requirements; and
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f.  Supervises development, administration and maintenance of accounting records.

3. Guidelines

1. The Accrual Accounting Reference Policy and Guideline consists of guidelines for the

major Accounting cycles:

General Accounting

Revenue Management

Procurement and Warehouse Management
Payroll Management

Fixed Asset Management

Physical Count Guideline

ASENENENENEN

2. There is separation of functions and duties such that no one employee originates and
completes a transaction without adequate check and review by responsible officials.

3. Accounting records are complete and current.

4. Written description of the accounting policies are in effect and in accordance with the
prescribed rules and regulations of IAS and BIR.

5. The financial and operating reports are useful tools for measuring the progress of the
University and for decision-making by the Board of Directors and other stakeholders.

6. When converting cash basis to accrual basis accounting, the following steps shall be
followed:

v" Add accrued expenses. Add all expenses for which the University has received a

benefit but has not yet paid the supplier or employee. Items that should be accrued are
all types of expenses, such as wages earned but unpaid, direct materials received but
unpaid, office supplies received but unpaid, and so forth.

v’ Subtract cash payments. Subtract cash expenditures made for expenses that should

have been recorded in the preceding accounting period. This also means reducing the
beginning retained earnings balance, thereby incorporating these expenses into the
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earlier period.
v Add prepaid expenses. Some cash payments may relate to assets that have not yet been

consumed, such as rent deposits. Review expenditures made during the accounting
period to see if there are any prepaid expenses, and move the unused portion of them
into an asset account. If you choose to do the same for expenditures made in prior
periods, you must adjust the beginning retained earnings balance to remove the
expenses that are now being shifted into a prepaid expenses asset account.

v Add accounts receivable. Record accounts receivable and sales for all billings issued to

customers and for which no cash has yet been received.
v’ Subtract cash receipts. Some sales originating in a prior period may have been

recorded within the current accounting period based on the receipt of cash in that
period. If so, reverse the sale transaction and record it instead as a sale and account
receivable in the preceding period. This will require an adjustment to the beginning
retained earnings account.

v' Subtract customer prepayments. Customers may have paid in advance for their orders,

which would have been recorded as sales under the cash basis of accounting. You
should instead record them as short term liabilities.

v For a complete and accurate conversion, all accounting transactions during the year
and the final quarter of the preceding year should be examined.

7. The accrual basis of accounting is used to record revenues and expenses in the period in
which they are earned, irrespective of the timing of the associated cash flows. When
converting accrual basis to cash basis accounting for the purpose of checking if the
accrual basis entry tallies with the cash basis entry, the following steps shall be
followed.

v’ Subtract accrued expenses. If an expense has been accrued because there is no supplier

invoice for it, then remove it from the financial statements. The easiest source of this
information is the accrued liabilities account in the balance sheet.
v’ Subtract accounts receivable. Do not include any accounts receivable and their related

sales if the related cash was not received within the period.
v' Subtract accounts payable. Do not include expenses for any accounts payable that were

not actually paid in cash during the period.
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v' Shift prior period sales. Under the accrual basis, some sales may have been accrued at

the end of the preceding period. If the related customer payment was not received until
the following period, shift these sales forward into the accounting period when cash
was actually received. This may require an adjustment to the beginning retained
earnings account.

v’ Shift customer prepayments. If customers paid in advance for their orders, these

payments would have been recorded as liabilities under the accrual basis. Shift these
transactions to sales in the period when the cash was received.
v’ Shift prepayments to suppliers. If the University pays in advance for some

expenditures, these payments would have been recorded as prepaid expenses under the
accrual basis. Shift these transactions to expenses in the period when the cash was
paid.

Chart of accounts

The following Model Chart of Accounts is prepared based on Accrual Basis Accounting

principle and was prepared to introduce Accounts for items that are not reflected in the

original Chart of Accounts, mainly accounts based on accrual accounting:

v Unearned income

v Net Asset

v Expense Account for Research, Academic (Instruction), Auxiliary
v Depreciation

v Auxiliary*

The Account Classification Structure

This manual provides for classifying three basic types of financial activity:  Assets;
Liabilities; and transactions Income Statement only. For each type of transaction, the specific
account code is made up of a combination of classifications called dimensions. Each
dimension describes one way of classifying financial activity.
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4.3 Sequence of Code
In order to ensure uniformity, the sequence of dimensions below should be utilized for
dimensions that are employed on all documents of origination: i.e., requisitions, purchase
orders, voucher jackets:
Fund code + accounting code
XXXX =---- XXXXXX

4.4 Fund Code

(XNOTE: Kindly complete the numbering of fund source.)

Funding Code  Fund Source Fund Type 1 Fund Type 2 Bank Name Currency Account No.
General Operating
001 Government / Government (MOHE) Central Bank EGP 9450867331
Scholarship
002 MOHE EGP 504119-3931-001
Government/Private Government (MOHE) Avrabic African Bank
003 Scholarship UsD 504119-3932-001
004 EURO
010 EGP 504119-3931-005
011 1BM Private Scholarship Arabic African Bank usD 504119-3931-005
012 EURO 504119-3931-005
013 EGP 504119-3931-007
. Research i i
014 PHARCO Private Grant/Scholarship Arabic African Bank UsD 504119-3931-007
015 EURO 504119-3931-007
016 EGP 504119-3931-006
017 MICROSOFT Private Research Grants Arabic African Bank usb 504119-3931-006
018 EUR 504119-3931-006
019 EGP 504119-3932-002
020 GOOGLE Private Research Grants Arabic African Bank usb 504119-3932-002
021 EURO 504119-3932-002
022 EGP 504119-3932-003
023 MIT SUBISHI Private Research Grants Arabic African Bank usb 504119-3932-003
024 EURO 504119-3932-003
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Account Coc.”|

Account Description

Account Type

L™ [Financial Activ.™ |

10001

10002

10003
10004
10005
10006
11001
11002
15001
15002
15003
15004
15005
15006
15007
15008
15009
15010
15011
15012
16000
17000
17100
17200
17300
17400
20001
20001
20020
20021
20030
20040
20041
20042
20043
20050
20060
20070
20080
20090
20100

Cash in bank (Central Bank) -Operating
Expense

Cash in bank (Central Bank)-Capital
Expenditure

Cash in bank (EGP)

Cash in bank (US$)

Pettv cash fund (EGP)

Pettv cash fund (US$)
Accounts receivable — gorvement
Accounts receivable - non gorvent
Land

Buildina

Building Improvements
Furniture

Transportation Vehicle
Eauipment-Research
Eaquipment-Academic
Eaquipment-Admin
Eaquipment-Auxiliary

Computer Software

Other fixed assets

Construction in proaress
Inventory

Prepaid expenses

Accrued income

Advance payment

Suspense account

Other assets

Advance received-government
Advance received-non government
Due to government

Due to non-government
Accounts payables

Withholding tax payable

Social Insurance

Stamps tax payable

Salaries tax pavable

Accrued expenses payable
Deferred income

Liability to Fixed asset
Suspense account

Other liabilities

Leoal Reserve for contingencies

Cash and cash equivalents

Cash and cash equivalents

Cash and cash equivalents
Cash and cash eauivalents
Cash and cash eauivalents
Cash and cash eauivalents
Account Receivable
Account Receivable
Property and equipment
Property and equipment
Property and equipment
Property and equipment
Property and equipment
Property and equipment
Property and equipment
Property and equipment
Property and equipment
Property and equipment
Property and equipment
Property and equipment
Inventory
Other Assets
Other Assets
Other Assets
Other Assets
Other Assets
Accrued expenses and other payables
Accrued expenses and other payables
Accrued expenses and other payables
Accrued expenses and other payables
Accrued expenses and other payables
Accrued expenses and other payables
Accrued expenses and other payables
Accrued expenses and other payables
Accrued expenses and other payables
Accrued expenses and other payables
Accrued expenses and other payables
Accrued expenses and other payables
Accrued expenses and other payables
Accrued expenses and other payables
Accrued expenses and other pavables

Assets

Assets

Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Assets
Liabilities
Liabilities
Liabilities
Liabilities
Liabilities
Liabilities
Liabilities
Liabilities
Liabilities
Liabilities
Liabilities
Liabilities
Liabilities
Liabilities
Liabilities
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CHART OF ACCOUNT ABRIDGED
Account Code Account Description Account Type Financial Activity
20200 Accumulated depreciation -Building Accumulated Depreciation Liabilities
20201 Accumulated depreciation -Building Accumulated Depreciation Liabilities
Improvement
20202 Accumulated depreciation -Furniture Accumulated Depreciation Liabilities
20203 Accumulated depreciation -Transportaion Accumulated Depreciation Liabilities
Vehicle
___20204__ _ Accumulated depreciation -Equipment_ _ _ _ _ _ _ _ Accumulated Depreciation _ _ _ _ _ | Liabilities _ _
20205 Accumulated depreciation -Computer Accumulated Depreciation Liabilities
20206 Accumulated depreciation -Other fixed assets Accumulated Depreciation Liabilities
30001 Fund from MOHE-Scholarship Government Appropriaiton Revenue
30002 Fund from MOHE-State appropriation Government Appropriaiton Revenue
30003 Tuition & Housina Fee-MOHE Tuition & Housina Fees Revenue
30004 Tuition & Housina Fee-Private sector Tuition & Housina Fees Revenue
30005 Grants — Education development fund Grants Revenue
expnensess
30006 Grants — Scholarships expenses Grants Revenue
30100 Rent Other income Revenue
30200 Gain on foreian exchanae Other income Revenue
30300 Gain on Sale of Fixed Assets Other income Revenue
30400 Donation Income Donation Income Revenue
30500 Other Income Other income Revenue
40000 Academic Expense Operating Expenses Expense
40100 Research Expense Operating Expenses Expense
40200 Admin Wages & Salaries Payroll Expense Expense
40210 Academic Waaes & Salaries Payroll Expense Expense
40220 Management Wages & Salaries Payroll Expense Expense
40400 Travel Operating Expenses Expense
40500 Consulting Operating Expenses Expense
40601 Rental expenses-vehicles Operating Expenses Expense
40602 Rental expenses-others Operating Expenses Expense
40700 Utility expenses Operating Expenses Expense
40800 Public Relations Operating Expenses Expense
40900 Contingencies and emergency fund Operating Expenses Expense
41000 loss on foreian exchange Onperating Expenses Expense
41100 Loss on Sale of Fixed Assets Operating Expenses Expense
41200 Inventory losses Operating Expenses Expense
41300 Other Expenses Operating Expenses Expense
41400 Depreciation -Building Depreciation Expense
41401 Depreciation -Building Improvement Depreciation Expense
41402 Depreciation -Furniture Depreciation Expense
41403 Depreciation - Transportation Vehicle Depreciation Expense
41404 Depreciation -Equipment Depreciation Expense
41405 Depreciation -Computer Software Depreciation Expense
41406 Depreciation -Other Depreciation Expense
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Journal Entry General Guideline : Funds from MOHE-Scholarship/Funds From MOHE-State Appropriation

Sample Journal Entry

No. Case Study Dr Cr Remarks Example
1 Case 15-Jun |Time of receipt Cash 300|Advance Received 300 Record 3 months worth_ of budget to
Advance Received
2 | Case® |Received 300 EGP (3| 31-Jul |Month-end closing |Advance Received 100|Fund from MOHE 100 Reclassify 1 mqnth worth of budget to Based on the authprlzed
income budget memo, received the
months worth) at the Reclassify 1 month worth of budgetto | quarter budget of 300EGP
3 | Case(® | beginning of quarter [ 31-Aug |Month-end closing |Advance Received 100|Fund from MOHE 100 income at the beginning of quarter
4 | case® 30-Sep |Month-end closing |Advance Received 100|Fund from MOHE 100 Reclassify 1 mc;rr:g;xllgrth of budget to
ATTITOTIOT €110, TECOTU T TTTOTTaT WOTTT OT
5 Case® 31-Jul |Month-end closing |Accounts receivable 100|Fund from MOHE 100 budget to be received at account
. asinhl
A ivabl 1 h licati f ivabl i
6 Case®@ Received 300 EGP (3 1-Aug |Time of receipt cash 200 ccounts receivable 00| Cash application of account receivable bfc;;s;drﬁgnir;eritégsgéetﬂe
6 | Case®@ mgnths worth) at the Advance Received 200 Record 2 months worthA of budget to quarter budget of 300EGP
middle of quarter(ex. Advance Received at the middle of the quarter
August] i
7 | Case®@ gusy 31-Aug |Month-end closing |Advance Received 100|Fund from MOHE 100 Atmonth end, recla53|fy 1 month worth of (August)
budget to income
8 | Case® 30-Sep |Month-end closing |Advance Received 100|Fund from MOHE 100 Atmonth end, recla55|fy 1 month worth of
budget to income
ATTITOTIOT €110, TECOTU T TTTOTTaT WOTTT OT
9 Case® 31-Jul |Month-end closing |Accounts receivable 100|Fund from MOHE 100 budget to be received at account
Did not receive 300 ) ) AT TITOTTOT \:llu,"lc\,u‘l';tf Ko wortTor Based on the authorized
10 | Case® EGP (3 months worth) 31-Aug |Month-end closing |Accounts receivable 100|Fund from MOHE 100 budget to be received at account budget memo 300EGP
within assigned . ] AT TITOTIOT ©TTU, IE\.,UI-Lf Yo wortToT budget a_UthoriZe_bL_Jt had
11 | Case® 30-Sep |Month-end closing |Accounts receivable 100(Fund from MOHE 100 budget to be received at account not received it within the
quarter ; - inkl — quarter
12 | Case® 30-Oct |Time of receipt Cash 300(|Accounts receivable 300 At time of receipt of fund, cqsh application
of the account receivable
Amount to be Reclassify to unpaid amount to Returned to MOHE the
13 | Case@ | returned to MOHE at | 30-Jun |Year-end Closing |Advance Received 100|Due to government 100 P unconsumed amount of

the year-end

Government

100EGP
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months worth) at the

Received 300 EGP (3

months worth) at the

middle of quarter(ex.
August)

Case®@

Did not receive 300
EGP (3 months
worth) within
assigned quarter

Case®

Received 300 EGP (3

beginning of quarter R

Gra ceived
6/15
DR Cash300

6/30
NO journal entry

CR Advance Received 300

6/15
NO journal entry

6/15
NO journal entry

6/30
NO journal entry

6/30
NO journal entry

7/31 8/31
CR Advance Received 100 CR Advance Received 100
DR Fund from MOHE 100 DR Fund from MOHE 100

Grant received
7/31 8/1
CR Accounts receivable 100 CR Cash 300
DR Fund from MOHE 100 DR Accounts receivable 100
DR Advance Received 200

7/31 8/31

CR Accounts receivable 100 CR Accounts receivable 100
DR Fund from MOHE 100 DR Fund from MOHE 100

16-11
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9/30

CR Advance Received 100
DR Fund from MOHE 100

8/31

CR Advance Received 100
DR Fund from MOHE 100

9/30

CR Accounts receivable 100
DR Fund from MOHE 100

9/30
CR Advance Received 100
DR Fund from MOHE 100

Grant received
10/30
CR Cash 100
DR Accounts receivable 100



Journal Entry General Guideline : Grants/Tuition & Housing Fee-Private sector

Sample Journal Entry

AREHG® MHESEI=_2TIL(X)

No. Case Study Dr Cr Remarks Examp e
. . . Record 3 months worth of
1 Case 1-Jul Time of receipt Cash 300|Advance Received 300 budget to Advance Received
Based on the
2 Case(D . 31-Jul Month-end closing Advance Received 100|Grants/Tuition & Hc 100 At month end, re(_:lassﬁy 1 scholarshlp
Received 300 EGP (3 month worth to income contract, received
months worth) at the 3 months worth of
beginning of term ) i . At month end, reclassify 1 scholarship
3 | Case® 31-Aug Month-end closing Advance Received 100|Grants/Tuition & Hc 100 month worth to income 300EGP at the
beginning of term
4 | Case® 30-Sep Month-end closing Advance Received 100|Grants/Tuition & Hc 100 At month end, re(_:lassﬁy 1
month worth to income
At month end, record 1 month
5 | Case®@ 31-Jul Month-end closing Accounts receivable 100|Grants/Tuition & Hc 100| worth of budget to be received
at account receviable
6 | Case®@ Accounts receivab 100 Cash application of account
receivable Based on the
Received 300 EGP (3 1-Aug Time of receipt Cash 300 grant contract,
received 3 months
6 | Case®@ mon ths worth) at the Advance Received 200 Record 2 months worth of worth of grant of
middle of term(ex. budget to Advance Received 300EGP at th
August) atthe
] middle of the term
7 | Case® 31-Aug Month-end closing  [Advance Received 100|Grants/Tuition & Hc 100 Atmonth end, reclassify 1 (August)
month worth to income
8 | Case®@ 30-Sep Month-end closing Advance Received 100|Grants/Tuition & Hc 100 At month end, reglassﬁy !
month worth to income
At month end, record 1 month
9 | Case® 31-Jul Month-end closing Accounts receivable 100|Grants/Tuition & Hc 100| worth of budget to be received
at account receviable
At month end, record 1 month Based on the
10 | Case® . . 31-Aug Month-end closing Accounts receivable 100|Grants/Tuition & Hc 100| worth of budget to be received [grant contract, 300,
Did not receive 300 i
at account receviable EGP was
EGP (3 months worth) :
at assigned term At month end, record 1 month | authorized but had
11 | Case® 30-Sep Month-end closing Accounts receivable 100|Grants/Tuition & Hc 100| worth of budget to be received npt _recelved it
at account receviable within the term
At time of receipt of fund, cash
12 | Case® 30-Oct Time of receipt Cash 300|Accounts receivab 300 application of the account
receivable
Have to return to
Amount to be the Donor the
13 | Case@ | returned to Donor at 30-Jun Year-end Closing Advance Received 100|Due to non governr 100| Reclassify to unpaid amount unconsumed
the year-end amount of
100EGP
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Grant received
Received 300 EGP (3 YAl 6/30 7/31 8/31 9/30
months worth) atthe DR Cash300 NO journal entry CR Advance Received 100 CR Advance Received 100 CR Advance Received 100
beginning ofterm  R(  CR Advance Received 300 DR Grants/Tuition & Housing Fee- DR Grants/Tuition & Housing Fee-Prive DR Grants/Tuition & Housing Fee-Private sector
Received 300 EGP (3 Grant received
I 1\onths worth) at the 6/15 6/30 7/31 8/1 8/31 9/30
Case®@ middle of term(ex NO journal entry NO journal entry CR Accounts receivable 100 CR Cash 300 CR Advance Received 100 CR Advance Received 100
August) : DR Grants/Tuition & Housing Fee- DR Accounts receivable 100 DR Grants/Tuition & Housing Fee-Private sector DR Grants/Tuition & Housing Fee-Private se
9 DR Advance Received 200
Grant received
il Did notreceive 300 [JAk] 6/30 7131 8/31 9/30 10/30
Case® EGP (3 months NO journal entry NO journal entry CR Accounts receivable 100 CR Accounts receivable 100 CR Accounts receivable 100 CR Cash 100
worth) within term DRGrants/Tuition & Housing Fee-F  DRGrants/Tuition & Housing Fee-Privatt  DRGrants/Tuition & Housing Fee-Private sector 1( DR Accounts receivable 100
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Journal Entry General Guideline : Receivable-Others
Sample Journal Entry
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Case Study ‘iming of Recognitiol Remarks Example
Record the following journal entry
. until rent is received.Record 1
5 Received 300 EGP| Month-end closing [Accrued Income 100(Rent 100 month worth of contract price as Received the 1 year
Case® 3 month; w_orth) accrued income rental fee
at the beginning of of1200EGP at the
uarter i end of the year
6 q Time of payment 1 Cash 1,200|Accrued Income 1,200 Settlement of 1 year rent y
year later
7 Tlme that Cash 1,200|Deferred Income 1,200 Record the .':_1Iready received
transaction Occurs Prepaid amount
Payment of Received the 1 year
Income received in Record the following journal entry rental fee
Case@ | advance dueto until the deffered icome 0f1200EGP at the
contract (ex. Rent, i i time of contract
8 Lease) Month-end closing |Deferred Income 100(Rent 100 afﬁ;r;i?:ig sn?g;;\;aéeer::totrc:jt?e signing
month worth of contract price as
income
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Journal Entry General Guideline : Expense (including service, goods and expenses)
Sample Journal Entry
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No. Case Study Goods Service Expense ming of Recognitio Dr Cr Remarks Example
Received 300 EGP 5 s - Record based on
1 7 O O Time incurred | Utility expenses 100{Accounts Payable 100 i
Case® (3 months worth) the Sales Invoice | (ynpaid Phone bill of
at the beginning of Reconcile 100EGP occurs
2 quarter 7 O O Time of payment |Accounts  Payable 100|Cash 100
accounts payable
R d
3 Advance payment 7 @) O  |[Month-end closing 100 ecord as .
Case® of a One time advance payment | Paid Car rental fee of
Reconcile with 100EGP before usage
4 expense oceurs 7 O O Settlement Date |Rental expenses ve 100 100 ]
Prepaid payment
Received 300 EGP s . Record based on
@] O Ti d |l t 100|A ts Payabl 100 -
Cased (3 months worth) 7 ime incurre nventory ccounts Payable the Completion When unpaid bill of
at the middle of - . Reconcile 100EGP occurs
@] 7 O Time of payment |Accounts Payable 100|Cash 100
quarter(ex. August) I pay ! y accounts payable
Record advance
One time expense O 7 O |Month-end closing Cash 100| payment at the Paid goods fee of
Case® is paid before it time payment of 100EGP before the
R ile with i
oceurs (@] 7 O Settlement date |Inventory 100 eco.nm ew goods arrived
Prepaid payment
Recora e
following journal
Liability occurs ) entry until the car .
5 due to contract but 7 O O |Month-end closing|Rental expenses ve 100|Accrued Expense 100| rental fee is paid. | Paid the 1 year car
Case® have not paid yet Record 1 month | rental fee of1200EGP
(ex. Rent, Lease) worth of contract | at the end of the year
' ' %ri(t:ttle aic. accrued
6 7 O O |ear car rental fee a|Accrued Expense 1,200|Cash 1,200 etile 1 year car
rental fee
Record the alread
7 7 O O Time incurred  |Prepaid Expense 1,200|Cash 1,200 ecor' °a r.ea Y
paid Prepaid
following journal
Paid before the entry until the Paid the 1 year car
Case® transaction occurs Prepaid amount | rental fee 0f1201EGP
ac lated is i
8 due to contract 7 O O Month-end closing|Rental expenses ve 100|Prepaid Expense 100 c.umu ed! atthe tm.]e ?f contract
(ex. Rent, Lease) equivalent to the signing
the Prepaid
amount.Record 1
month worth of
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Timing of positing and recognition
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AGEOIIL “inancial Activit) Account Description T|m|ng Qf MEESLITETE S PG Timing of Payment Account Code
Code Recognition t Documents
Income _ _
30001 Income Funds from MOHE - Scholarship Time budget Budgeted Authorized When receive Advance Received [ (1(]
finalized amount el LEHIEENE
30101 Income Funds from MOHE - State Appropriation Memo When receive later [Account Receivable [10[]
30102 Income Tuition & Housing Fee-Private sector When receive
Time of beforehand Advance Revenues [1[][]
32001 Income Grants — Education development fund contract Contract price| Contract
expensess signing When receive later [Account Receivable (1010
32002 Income Grants — Scholarships expenses
33001 Income Rent Time of A When receive Deferred Income 000
: mount L
service rovided invoice beforehand
33001 Income Rent provided P When receive later |Accrued Income [1[][]
34001 Income Other Income : When receive Other assets (1111
. Realized L
When realized amount invoice beforehand
34001 Income Other Income When receive later [Other liabilities (11
Expense
40000 Expense Academic Expense
40100 Expense Research Expense When pay
- - Al nce Payment [][1[]
40200 Expense Admin Wages & Salaries Time of Amount beforehand BEES PEETEN
40210 Expense Academic Wages & Salaries oceurrence incurred invoice
40220 Expense Management Wages & Salaries
40400 Expense Travel When pay later  |Account payable [1(][]
40500 Expense Consulting
40601 Expense Rental expenses-vehicles Date on . L When pay Prepaid Expenses [1[1[]
40602 Expense Rental expenses-others Contract | COMractprice|  invoice When pay later  |Accrued Expensens (1010
40700 Expense Utility expenses Amount L When pay Advance Payment [J[[J
. : A B X invoice
40800 Expense Public Relations incurred When pay later Account payable 00
40900 Expense Contingencies and emergency fund HAK Reserved — — Legal Reserve for contingencies [11[]
41300 Expense Other Expenses A By Amount invoice When pay Advance Payment  [1(][]
41300 Expense Other Expenses AR Amount invoice When pay later  [Account payable 010
59001 Expense Depreciation -Building
59002 Expense Depreciation -Building Improvement
59003 Expense Depreciation -Furniture Amount on lapsing
59004 Expense Depreciation - Transportation Vehicle R Depreciation - Accumulated Depreciation 110
= - schedule
59005 Expense Depreciation -Equipment schedule
59006 Expense Depreciation -Computer Software
59007 Expense Depreciation -Other
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1.

2.1

2.2

Page(s):

REVENUE MANAGEMENT PP-1

GUIDELINE Effectivity:

Prepared by: Approved by: Issue No.:
PP ver. 1.0

Revision No.:

Objectives

1. Cash injections, Tuitions, Grants and related transactions should be recorded at the
correct amounts, in the accrual basis, and should be properly classified.

2. Recorded accounts receivable balances (and related transactions) should fairly reflect
underlying transactions and events.

Responsibilities

Finance and Administrative Accountant

a.  Preparation of yearly forecasted sales and receivables turnout.

b.  Preparation of Aging of Accounts Receivable wherein accounts are classified on
days past due.

Accounting Services Provider

a. Records the transactions in accrual basis based on supporting documents such as memo,
and accounts receivable vouchers.

b. Record Cash Injections, tuitions, grants and file memo or supporting evidence and related
documents.

c. Periodically checks the schedule of account receivable

d. When there is the receipt of money of the account receivable, verify it with pertaining
voucher and process receipt of money.
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Page(s):

REVENUE MANAGEMENT PP-2

GUIDELINE Effectivity:

Prepared by: Approved by: Issue No.:
PP ver. 1.0

Revision No.:

3 Guidelines

1.

This guideline is for management control for revenue and recording in accrual
accounting basis and not for statutory reporting purposes.

Adequate documents support each entry into the receivable ledger, or other evidences.

Personnel authorized to handle cash receiving functions shall have no access to the
accounting records.

Incoming collections/receipts are deposited daily and intact.

Other separately maintained records can prove the receipt of cash.
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4. Process Description [JRevenue Cycle
Subprocess: Revenue Recognition
Updated: May, 5 2013

Accounting and finar
function

details of op

frination
1.3 Revenue Recognition (Accrual Basis) Verify that the Scholarship and Grant is actually authorized and record the Sales.

RENEYS

rrent Cash Basis

Additional Accrual Basis

1.3.0 Revenue Recognition (accrual Basis)

Verification of
evidences

Receive evidence of Sale and verify if have authorization signature.
Check amount, schedule date of release of funds.

1) Scholarship & Tuition— (evidence) Authorization Memo from
MOHE (journal entry & timing) refer to Journal entry guideline

2) Grant from private sector —(evidence) contract; (journal entry &
timing) refer to Journal entry guideline

Supporting evidence
(ex. Contract. MOHE memo)|
authorizing the budget)

Accounting Staff
1

For journal entry samples refer to
Journal Entry Guideline in Accrual
Accounting Reference Manual.
'Some sample Journal Entry is:

Received fund during semester
(During Semester but not received
fund yet)

Cheque

xx DR Revenues
xx CR Cheque Withdrawal

Verification of contents|Check content of input in the Accrual Accounting Software with Accounting xx DR Account Receivable
of input support evidences. Manager xx CR Revenue
Authorize journal entry |Authorize by signing on print out. File the print outin a separate folde| Accounting
for accrual accounting with photocopy of completion report and other Manager (During Semester received fund)
evidences. xx DR Cash
xx CR Account Receivable
xx CR Advance Receipt
xx DR advance Receipt
xx CR Revenue
1.3 Revenue Recognition (Cash Basis) Verify that the money actually been received and record the receipt.
1.3.1 Cheque Receipt
Receiving information |Receive information of receiving of fund. Budget authorization Memo|  Accounting |Recording of procurement is
from relevant Dept. or if from EDF. Memo if from Manager done when actual payment
external partv Funding Agency. . done. Journal Entry is:
Verification of Verify the details of the receiving fund Accounting
receiving fund detail Manager Receipt of cheque
xx DR ChecqueWiIthdrawal
xx CR Revenues
Receiving of Check Receive Cheque. Accounting
Manager Deposit of Cheque

1.3.2 Issuance of Official Receipt

Preparation of Official
Receipt

Checking of Official
Receipt

Prepare Official Receipt.

Verify the accuracy and completeness of the Official Receipt.

Authorization of
Official Receipt

Authorize and sign Official Receipt.

Memo, Cheque, Official
Receipt

‘Accounting Staff

Accounting
Manager

Accounting

Manager

1.3.3 Recording of Receipt

Recording of receipt

Record the receipt in government book and at excel General Ledger.

Verification of
recording

Verify the accuracy and completeness of the record.

Memo, Cheque, Official
Receipt, Government book
and at excel General
Ledger.

Accounting Staff

Accounting Staff

1.3.4 Recording of Receipt of ful
Record receipt of fund

Verification of contents|
of input
Authorize

d(Accrual Basis;

Input the amount received to the accrual basis accounting software
and print out it out. Sign on print out.

Check content of input and amount same as evidence in the Accrual
Accounting Software

Authorize by signing on print out. File the print out in a separate folde|
for accrual accounting with photocopy of completion report and other
evidences.

Memo, Cheque, Official
Receipt, Government book
and at excel General
Ledger.

Accounting
Staff 1 (1st
Review)
Staff 2 (2nd
Accounting
Manager
Accounting
Manager

For journal entry samples refer to
Journal Entry Guideline in Accrual
Accounting Reference Manual.
'Some sample Journal Entry is:

Received fund during semester
(During Semester but not received
fund yet)
xx DR Account Receivable

xx CR Revenue

(During Semester received fund)
xx DR Cash

xx CR Account Receivable

xx CR Advance Receipt
xx DR advance Receipt

xx CR Revenue

NOTE:

Procedure in black is the current cash basis. Blue highlighted cell is the new accrual basis procedure added.

E-JUST Revenue Cycle 20130506. x|s_PM_Revenue Cycle 1/1
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5. Flow chart for Revenue Recognition

Organization name :  Accounting Department Transaction pattern : Government
Process name : [1.0] Revenue Management Documentation dept :
Sub process name : _ [1.3] Revenue recognition Preparation date : 2013/5/5
Accounting Department
Operations Relevant Departments System
Staff 1 Staff 2 Manager
<Legend> [1.30 SALES P e Bl el =
- ”- H ~
RECOGNITI , , <NEW Accrual Basis Procedure> ~ .
ON-MOHE] 7 \
0peration / \
| I \
Budget 1 Bud_get_ |
Authorization N N Authorization
Memo : Memo :
System | 1
1 |
| Verify if have 1
authorization
| signature. 1
Docum ents/L | 1
edgers 1 1
| Budget Budget 1
1 Authorization | Authorization 1
Fie 1 Memo Memo 1
1 |
1 For journal entry 1
1| Checkamount, Sgg‘ﬁzslréﬁr to 1
Other 1 | schedule date of Guideline in Acrg/rual 1
processe | | release of funds. 1
1 } I
1 . |
| | Input the amountin > Accrual 1
1 Memo Accounting 1
1 | |
| ¥ 1
| Print. Check & 1
1 rint & sign print o Authorize by . 1
out signing on print HNOTE:
1 out Procedure may change 1
l due to selected system I
)
\\ /
\ /
N /
N d
S e e e e e e e e e e e e e e — e = <
[1.34
REVENUE
RECOGNITI
ON-MOHE]
Info on receiving Info on receiving
funds > funds
Verify details
Budget
Authorization
Memo
MOHE
CHECK »  Receive Check
P el el el T i
/ ! N
I l <NEW Accrual Basis Procedure> \I
! |
1 Accounting |
|
| l !
v 1
1 Check & 1
1 Print & sign print ,|  Authorize by
| out signing on print For journal entry !
out samples refer to |
1 Journal Entry 1
1 XNOTE: Guideline in Accrual
| Procedure may change !
due to selected system 1
\ /
\ 4
N o e e e e e e e e e e e e e e e e e e e e e e e e e -




5. Flow chart for Revenue Recognition

Organization name :

Accounting Department

Process name :

[1.0] Revenue Management

Sub process name :

[1.3] Revenue recognition

AREHG® MFESEIT=_2TIL(R)

Transaction pattern :

Private Sector

Documentation dept:

Preparation date :

2013/5/5

Accounting Department

Operations Relevant Departments System
Staff 1 Staff 2 Manager
<Legend> —-_—m e e e e — - —— - ———==
1.30 SALES - )
FEECOGNITIO VP of Student 7 <NEW Accrual Basis Procedure> RN N
i 7
N-MOHE] Affairs/ Legal ’ \
0 peraton / \
I} \
I 1
Contract } Contract 1
I
1
1 I
System
1 1
1 Verify if have I
authorization 1
1 signature. |
Docum ents/L 1
edgers 1 l !
I
1
1 Contract Contract :
Fie !
1 I
1 For journal entry !
1 Check amount samples refer to |
4 Journal Entry 1
Other 1| schedule date of Guideline in Accrual
processe 1| release of funds. |
| i :
1
1 | Input the amount in N 1
Contract Accrual |
1 Accounting
1 I
| ‘ | 1
! Check & :
) . ) ec
I | Print &Osd?n print Authorize by |
| signing on print out XNOTE: |
l Procedure may change 1
\ due to system I}
\ 1
\ 4
\ 7
S ~ -~ - - i’
[1.34
REVENUE
RECOGNITIO VP of Student
N-MOHE]
Info on receiving Info on receiving
funds funds
Verify details
Contract
MOHE
CHECK > Receive Check
/ . ) *
! l <NEW Accrual Basis Procedure> \I
|
Input the check !
| amount Accrua_\l 1
1 Accounting |
| | 1
| v 1
I
. . . Check & 1
| | Print &osd(i;n print »  Authorize by 1
1 signing on print out For journal entry 1
| samples refer to
y Journal Entry 1
XNOTE: P
| Guideline in Accrual
| Procedure may change 1
\ due to system 1
\ /
N 7/
N e e e e ] | = ——— — -
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Page(s):
PROCUREMENTAND WAREHOUSE PR-1
MANAGEMENT Fifechity
GUIDELINE
Prepared by: ‘ Approved by: Issue No.:
PR ver. 1.0

a. Objectives

1. Currently the cash basis accounting is required for government reporting purposes.
This manual shall act as the accrual accounting reference manual for accounting
service provider responsible for payroll.

2. To enable the university to take full advantage of the best quality, price, and payment
terms offered by suppliers on purchase of goods and services.

3. To control and monitor purchases of goods and services through proper
documentation.

4. Inventory used or transferred should be recorded at the correct amounts, be recorded in
the proper period, and be properly classified.

5. To ascertain that consistent accounting of expenses related to the incurrence of
liabilities/payables are properly recognized and accurately recorded in the eempany’s
university’s books of accounts.

6. To facilitate checking and verification of payables with accounts payable vouchers.

7. To ascertain that the recorded liabilities represent valid claims against the company
with approved accounts payable vouchers.

8. To ascertain that expenses related to the incurrence of liabilities are properly
recognized in the books of accounts.

9. To ensure proper cut-off in the recording and payment of liabilities.
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Page(s):
PROCUREMENTAND WAREHOUSE PR-2
MANAGEMENT Fifechity
GUIDELINE
Prepared by: ‘ Approved by: Issue No.:
PR ver. 1.0
2. Responsibilities

2.1 Purchasing staff

a. Preparation of source documents such as canvass sheet and purchase orders for
approval.

b. Monitors acquisition and inventory of university’s goods.
c. Keeps a detailed file of supporting documents for purchases.
2.2 Internal Auditor

a. Checks and verifies documents for inputting Account Payable Voucher (APV)
processing i.e. Supplier’s Invoice, Delivery Receipts, Purchase Orders, and Receiving
Reports and Canvass Sheets and approving the committee member.

b. Checks supporting document and verify whether the acquisition is within the
university’s policies and procedures.

c. Routes APVs for checking and approval.

d. Removes and files copies of APV with photocopied supporting documents for accrual
basis folder.

e. Prepares schedule of outstanding APVs at the end of the month.
2.3 Accounting Services Provider
a. Periodically checks the schedule of outstanding liabilities.

b. Records the transactions in accrual basis based on supporting documents such as sales
invoices, purchase invoices and accounts payable vouchers.

¢. Records the transactions based on supporting documents such as approved purchase
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Page(s):

PROCUREMENTAND WAREHOUSE PR-3
MANAGEMENT Fifechity
GUIDELINE
Prepared by: ‘ Approved by: Issue No.:
PR ver. 1.0

‘ Revision No.:

orders, canvass sheets, receiving reports and supplier’s sales invoice.

2.4 Warehouse staff

a. Assign an asset management number to new fixed assets and list it in an asset
registrar.

b. Record the no. of asset/inventory received and the amount withdrawn from the
warehouse. Balance of the inventory/asset should be always clear.

c. Physical count should be done every end of the month. Clarify and reconcile the asset/
inventory on the book with the actual.

d. It must be carried out by at least two people for implementation inventory. Refer to
Physical Count Guideline for details on how to conduct it.

3. Guidelines

This guideline is for management control for procurement and recording in accrual
accounting basis and not for statutory reporting purposes.

3.1 Purchasing and Accounts Payable

a. Record Account Payable when equipment or good is received completely (completion
report signed completely) and the Stock in report registered.

b.  An approved Purchase Order (PO) must support all material/significant purchases.
c. Purchase Requisitions (PR) must support all POs.

d. Purchases over a specified amount require competitive bids.
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e. Unused purchase orders are numerically and physically controlled.
f.  Numerical sequence in the use of PO is followed.
g. Copies of POs are sent as issued to receiving and accounting.

h. Purchasing personnel function independently of receiving, payables, disbursing, or
other conflicting functions.

i. Before approval for payment, supplier’s invoices are checked to purchase orders and
receiving reports and clerical accuracy is proven.

J-  Suppliers’ statements are regularly checked to recorded liabilities by independent
personnel.

k. Proper maintenance of accounts payable subsidiary ledgers.
3.2 Cash Disbursements
a. Use of pre-numbered voucher on all disbursements.
b. Maintenance of numerical and physical control over blank and issued checks.

c. Checks for signature together with all supporting documents are presented to
authorized signatories and should be stamped “paid” at the time of signing.

d. Before the release and/or mail, checks are adequately safeguarded.
e. Unreleased checks are properly and adequately safeguarded.
f.  Spoiled or voided checks are stamped cancelled and filed in sequence.

g. Disbursing personnel are independent of purchasing and receiving of stocks.
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3.3 Inventory and Warehousing

a.  Synchronization of the preparation and flow of paper work on inventory with the
physical movement of goods.

b. Adequate supervision of complete physical inventories taken at least once a year in
accordance with sound written procedures.

c. The Board of Directors approves the authorized signatories; the signatories are then
periodically reviewed and updated.

16-28



4.1 Process Description EJProcurement Cycle

[
2.1 Issuar

Sub process: Direct Order - Recognition of Procurement
Updated: May 5, 2013

e Request

Contents of oper

AREHG® MFESEIT=_2TIL(R)

\ce of Purchast
211 Issuan

e of Purchase Request

Prepare the Purchase Order.

[Preparation of Purchase
Order

Authorization of contents
of the Purchase Request
and committee member
Verification of contents of
the Purchase Request an
committee member
Selection of Committee
Mermber

General Authorization of
Purchase Request and
commitiee member from
Management
Authorization Budget
Approval of the Purchase
Request

Verification of contents of
the Purchase Request

Authorization of contents
of the Purchase Request

Verification of Purchase
Request form & content

of

Prepare Purchase Order.
Authorize the contents of the contract such as budget, specification, quantity,
Vendor info.

Verify contents of the Purchase Request and the committee member.

Select & authorize Procurement Selection Commitiee member consisting of|
technical, finance, procurement, and legal VP or manager.

Provide general authorization of the procurement and Procurement Selection
Commitiee member

Authorize the availability of budget.

Review the procurement requisition in terms of the technical, finance, legal and|
procurement side.

Authorize the procurement request from the technical, finance, legal and|
procurement side.

Verify the PO content such as product specification, quantity, availabilty of budget|
vendor info and signature of authorization. Check stock availabilty (verbally) with
\Warehouse. Check if Direct Order of Tender (Public Offering).

Request

the Purchase Request.

Purchase Request & Requisition Dept,
Sporting documents| Staff
Purchase Request &

Requisition Dept.
Sporting documents| vP

Purchase Request&|  President | (Before) Authorization Matrix prepared by
Sporting documents|

3,000EGP > Finance Director
Purchase Request & President  [3,000-5,000 EGP- VP Support Service
‘Sporting documents| 5,000 EGP < President
Purchase Request & President

(NEW) Authorization Matrix authorized by
porting documents| BOT:
20,000EGP > VP Education & Academic
fairs

Af
200,000 EGP > VP Support Service
200,000 EGP < President

Purchase Request & Finance Director

Sporting documents|

Purchase Request & Committee
Sporting documents|  Member
Purchase Request & Committee
Sporting documents|  Member
Purchase Request & Procurement

‘Sporting documents| Acting Manger

Procurement
Acting Manger

Purchase Request &
Sporting documents|

2.2 Issuar

e Order (Acceptance Lette

\ce of Purchast
221 Issuan

ce of Price Offer Request

Request price information from vendor.

ssuance of Price Offer  [Send (o a least 3 vendors a Price offer request. Price Offer Procurement

Request Acting Manger

Receiving price Receive price information with samples sent from Vendors. Procurement

information Acting Manger

2.2.2 Canvassing Screen and select Vendor.

Screening of Vendor | Prepare Canvass Report (Selection & Scanning Repor). Vendor's speciication, | Purchase Request, | _ Procurement
company profile, CV, supporting documents, technical expertise is attached and |~ Canvass Report | Acting Manger
provided to committee. Recommend Vendor. (Selection &

Review Canvass Report[Review the Canvass Report (Selection & Scanning Report) in terms of the| Scanning Report) &|  Committee

(Selection & Scanning  [technical, finance, legal and procurement side and select vendor Member

Report) & Select Vendor documents

Authorize Canvass Repori Authorize Canvass Report (Selection & Scanning Report) Recommendation and Committee:

(Selection & Scanning  |selection of Vendor. Member

Report) & Vendor

2.2.3 Issuance of Purchase Request__ Issue Purchase Request

ssuance of Purchase _|Prepare Acceptance Letter (Purchase Reques) and send (0 selected Vendor. | Acceptance Letier | Procurement

Request (Purchase Request) | Acting Manger

Issuance of Delivery | Prepare Delivery Permission and forward it with Acceptance Letter to Warehouse|Acceptance Letter | Procurement

Permission Delivery Permission | Acting Manger

Perform recognition of Procurement (inspection standards)

241 Armval

2.4 Procurement_[Inspection standard]
I of

Accept goods and prepare Stock In Report (Acceptance Repor)

Verification of arrival of
shipment

)
Verify the contents and quantity of deliveries based on the Delivery Permission

(Accrual Basis)

Record data on arrival of
shipment

Verification of journal
supporting documents
Report on delivery
completion

Verification of delivery

IF item is not delivered (o warehouse and delivered directly 1o the various
program, warehouse personnel has to go to the delivery place and receive togethe
with the program person.

Input data concerning items and quantity of arrived shipment in the Stock In Repol
(Acceptance Repor).

Collect supporting documents and verify if it matches with information of Delivery
ission.

Report the inspection of deliveries which meet the internal standards to

Procurement by filling in the Delivery Report and forward it with the Delivery

Receipt, Acceptance Letter & Stock In Report (Acceptance Report) to

Procurement.

(Compare the supporting documents with the report on completion of trading, and

verify them based on the internal processing standards

[Acceptance Letter | Warehouse
Delivery Permission
Acceptance Letter, | Warehouse
Delivery Permission,|
Stock In report
Warehouse
Warehouse
Procurement

Acting Manger

2.4.2 Recog

ition of Procurement

Recognize procurement

Verification of evidences

for inspection

Verification of contents of

Completion Report

Verification of Completion

Report and supporting
jocuments

Verification of

Procurement

Authorize Completion

t

Repor
Authorize Completion
Report

Receive Completion Report from Vendor. Sends it and request to accounting, ha:
to be approved by requesting dept. Attach allriginal documents.

Check the contents of the Completion Report from Vendor and forward it to
requesting department VP

Verify the Completion Report with supporting documents.

Verify if the Procurement has actually been made.
Authorize the Completion Report and forward it to Procurement.

Forward Completion Record with all other original documents to Accounting.

Completion Record | _Procurement

department VP

Requesting

Completion Record
with all other original
documents

Acting Manger

2.4.3 Recog)

nition of Procurement (Accrual Basis)

Record procurement [Checkf there 1s authorized Signatory of requesting dept. on completion report. | Completion Record | Accounting
Input the procurement amount to the accrual basis accounting software and print | Staff1
out. Sign the print out,
|Verifcation of contents of |Check content of input in the Accrual Accounting Software Accounting
Manager
| Authorize journal eniry | Authorize by signing on print . File the print outin a separate folder for accrual Accounting
accounting vith photocopy of completion report and other evidences; Manager
2.4.4 Verfication of contents of invoice_Verity the contents of sales invoice from the vendor
Verifcation of the Receive the Sales Invoice from Vendor Sales invoice | Procurement
ables due cting Manger
Verifcation of contents of |Verify the contents of invoice Procurement
invoice Acting Manger
Authorization of (Authorize the setiement Procurement
settiement Acting Manger
2455 Payment request Request payment of procurement
Preparation of Payment _[Fillup Section 1 of the JV 50 Completion Report, | Procurement
Request woice, | Acting Manger
V50 (General
Forward the JV 50, Completion Report, Sales Invoice and supporting documents|  voucher) & | Procurement
(al original documents) to the President supporting docs | Acting Manger
Authorization of Payment [Authorize Secion 2 of the v 50. Completion Report, | President
Request Sales Invoice,
(Confirm budget allowance and sign Section 2 of the JV 50. N c(r?;;“;'a‘ Finance Director
supporting docs
246 Recording of Procurement
Verification of Verity the procurement cost 1o be recorded and the pertaining account fle T 1o | Completion Report, | Accounting |Recording of procurement s done when
procurement cost e recorded to. Assign serial no. on JV 50 based on received sequence. Sign Sales Invoice, |  Staff1(Ist |actual payment done. Journal Entry is:
Sections of IV 50 V50 (General Review)
Voucher) & Stalf 2 (2nd_|Releaseldisbursement of fund (Recognize
Authorization of Authorize and signs Secfion 3 of the 3V 50, supporting docs | Accouniing
procurement cost Manager [xx DR Deductions
K CR Expense ltem
[Recording of procurement|Record the procurement cost in Book 55 and journalize the details of Section 2 J\ Accounting Staff
cost 50 at excel General Ledger. Release of Cheque
1« DR Expense ltem
X« CR Cheque Withdrawal
247 Recording of i rual Basis)
Record procurement Input the amount on the 3V 50 1o the accrual basis accounting software and print | Completion Report, | Accounting
out it out. Sign on print out Sales Invoice, | Staff 1 (1st
V50 (General Review)
Voucher) & Stalf 2 (2nd
Verifcation of contents of [Check content of input and amount same as 3V 50 n the Accrual Accounting supporting docs | Accounting
Software Manager
Authorize (Authorize by signing on print out. File the print outin a separate folder for accrual Accounting Staff
accounting with photocopy of completion report and other evidences,
25 Setlement Setlle the Payables
51 Cheaue Verify the content of check vousher and prepare check
Verification of Cheque [Verify detai with Section 2 3V 50. ‘Accounting
Amount (General Voucher) | Manager
Authorization of Cheque ~|Authorize and sign Seciion 4 3V 50 W50 Accounting
Prepare and sign cheque. (General Voucher) | Manager
Cheque
(Authorize and sign Section 4 3V 50 Authorized
ign cheque. Signatory
President)
252 Execution of Payment
Releasing of Cheque _|Release cheque 10 Vendor. Cheque &V 50. | Accounting _|Journal Eniry for release of Cheque
Manager s DR Expense tem

XX CR Cheque Withdrawal
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5.1 Flow chart for Procurement Management

Organization name : Accounting Department \ Transaction pattern : Direct Order
Process name : [2.0] Procurement Management | Documentation departmen
Sub process name : | [2.43] Recognition of Procurement Preparation date : 2013/5/5

Accounting Department
Operations Relevant Departments System
Staff 1 Staff 2 Manager

<Legend> P e et el el
[2.43 RECOGNITION Purch 7’ <NEW Accrual Basis Procedure> ~ N
OF PROCUREMENT] “’Seg‘f‘”g ,’
) For journal entry samples refer to
/ Journal Entry Guideline in Accrual
Accounting Reference Manual
Sample Journal Entry is:

0peraton

Received equipment but not paid
i vet.
Completion Report xx DR Equipment
xx CR Account Payable

Completion Report

Received Equipment after
payment.

(Payment date)

xxDR Advance Payment

System

o X CR Casl
Verify if have (Received equipment)
authorization signature. %« DR Equipment

xx CR Advance Payment

Docum ents/Ledg
ers

]

Input the procurement
amount in Accrual Accounting
Completion Report Software

Fie

I

Print & sign on print Check & Authorize
out by signing on print out

Other
processes/

Division

XNOTE:
Procedure may change
due to system

P

N e e e e e — -

P e L L L I e e R S

Procurement

[2.47 RECORDING Dept.

/ For journal entry samples refer to \
OF PROCUREMENT] Journal Entry Guideline in Accrual \
Accounting Reference Manual
Sample Journal Entry is:
Completion Report Completion Report Received equipment but not paid
yet.
xx DR Equipment
xx CR Account Payable
OR

Supporting evidence Supporting evidence

Received Equipment after

payment.

(Payment date)

xxDR Advance Payment
xx CR Cash

(Received equipment)

x DR Equipment
X« CR Advance Payment

Input the labor cost
on JV50in Accrual
Accountng Software Software

i

Print & sign on print Check & Authorize XNOTE:
out by signing on print out Procedure may change

due to system

P S

1
\ ’
N ’
S .,
~
\—_—_———_————_—————_—_—_——————_—_—_—_—_————”
2.52 EXECUTION OF
PAYMENT
Start
Release Cheque to
Vendor
-~ N

’ \
/

I Input the labor cost \

onJV50in Accrual Accounting 1

1 Accountng Software Software 1

! |
1

| I

|

| . !

I Print & sign on print Check & Authorize For journal entry samples refer to 1

1 out by signing on print out Journal Entry Guideline in Accrual

Accounting Reference Manual 1

1 XNOTE: Journal Entry is: 1

1 Procedure may change Release of Cheque after receipt of 1

0ods

: due to system gxx DR Account Payable 1

\ 1

\ i

~ /

-

BT T T
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4.2 Process Description []Procurement Cycle
Sub process: Tender (Public Offer) - Recognition of Procurement
Updated: May 5, 2013

Corporate

Accounting and financial function

Contents of operation

Documents

function

2.1 Issuance of Purchase Request

Current Cash Basis

2.1.1 Issuance of Purchase Request

Prepare the Purchase Order.

Preparation of Purchase

Prepare Memo for Purchase Order. Specification of Tender detail and budget

Purchase Request &

Requisition Dept.

Procedure based on Law No. 89/1998

Purchase Request and
committee member from
Management

Authorization Budget
Approval of the Purchase

Committee member

Authorize the availability of budget.

Sporting documents

Purchase Request &
Sporting documents

Purchase Request &
Sporting documents

Finance Director

Request form & content

Authorization of Purchase
Request

budget, vendor info and signature of authorization. Check stock availability
(verbally) with Warehouse. Check if Direct Order of Tender (Public Offering).
Authorize the Purchase Request.

Sporting documents

Purchase Request &
Sporting documents

Verification of contents of |Review the procurement requisition in terms of the technical, finance, legal and{Purchase Request & Committee
the Purchase Request procurement side. Sporting documents Member
Authorization of contents |Authorize the procurement request from the technical, finance, legal and{Purchase Request & Committee
of the Purchase Request |procurement side. Sporting documents Member
Verification of Purchase |Verify the PO content such as product specification, quantity, availability of|Purchase Request & Procurement

Acting Manger

Procurement
Acting Manger

Order Memo information also noted. Request Vendor to fill up the Vendor information and Supporting Staff
attach it documents
Authorization of Purchase |Authorize Memo for Purchase Order
Order Memo
Verification of contents of |Verify contents of the Memo for Purchase Request and the committee member.  |Purchase Request & President
the Purchase Request Sporting documents
and committee member
Selection of Committee  |Select & authorize Procurement Decision Committee member consisting of|Purchase Request & President Committee consisting technical, finance,
Member technical, finance, procurement, and legal VP or manager. Sporting documents procurement, and legal VP or manager.
There are 3 committees made, at opening,
General Authorization of |Provide general authorization of the procurement and Procurement Selection Purchase Request & President selection & implementation time. If tender

and above 250,000 EGP, have to invite from
the government (Council of State) and
ministry of finance to join committee.

Request

Preparation of Conditional |Prepare a Conditional Book (Book of Specification) with tender specification, Conditional Book Procurement |All supporting documents are included in the
Book (Book of Vendor information, budget information. (Book of Acting Manger |Conditional Book.

Specification) Specification),

2.2 Issuance of Purchase Order (Acceptance Letter

price information from
Vendor

16-31

Acting Manger

2.2.1 Public Offering Request price information from vendor.
Advertisement of Tender |Public Offering done at special gazette. Participating Vendors contact Procurement |For big tenders, consultant chosen
Procurement and send its own profile and CV. Acting Manger |according to tender are hired. Consultant
Receiving company & Participating Vendors contact Procurement and send its own profile and CV. Procurement |selection is also done by tender.
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4.2 Process Description []Procurement Cycle
Sub process: Tender (Public Offer) - Recognition of Procurement
Updated: May 5, 2013

Corporate Documents

function

Accounting and financial function

Contents of operation

Current Cash Basis

Receiving of proof of
Vendor Payment of
Insurance

Receive proof of Payment of Insurance from Vendors.

Procurement
Acting Manger

Vendors have to pay within 10 days primer
insurance (equivalent to a construction
bond) and send evidence to Procurement

2.2.2 Canvassing

Screen and select Vendor.

Selection of Selection Select & authorize Vendor Selection Committee member consisting of technical,|Purchase Request & President
Committee Member finance, procurement, and legal VP or manager. Conditional Book
Screening of Vendor Prepare Canvass Report (Selection & Scanning Report). Vendor's specification, Purchase Request, | Procurement

company profile, CV, supporting documents, technical expertise is attached and
provided to committee.

Canvass Report
(Selection &
Scanning Report) &

Acting Manger

Review Canvass Report |Review the Canvass Report (Selection & Scanning Report) in terms of the| Conditional Book Committee
(Selection & Scanning technical, finance, legal and procurement side and select vendor. Member
Report) & Select Vendor

Authorize Canvass Report|Authorize Canvass Report (Selection & Scanning Report) recommendation and Committee
(Selection & Scanning selection of Vendor. Member
Report) & Vendor

Initiate contact between  |Inform the requesting department the canvassing process done and request Procurement

Vendor and Requesting
Dept.

Vendor to meet with requesting department.

Acting Manger

2.2.3 Issuance of Purchase Request

Issue Purchase Request.

Issuance of Purchase Prepare Acceptance Letter (Purchase Request) and send to selected Vendor. Acceptance Letter Procurement
Request (Purchase Request) | Acting Manger
Issuance of Delivery Prepare Delivery Permission and forward it with Acceptance Letter to Warehouse. |Acceptance Letter Procurement
Permission Delivery Permission | Acting Manger
Receiving of proof of Receive proof of Payment of Final Insurance from Vendors. Proof of Payment of | Procurement [Chosen Vendor has to pay final insurance

Vendor Final Payment of
Insurance

Final Insurance from
Vendors.

Acting Manger

unless if initial insurance covers the amount
of the final insurance.

contract conditions

16-32

Repayment of Primer For Vendors not chosen, the amount equivalent to primer insurance is paid back Procurement
Insurance to that company. (Refer to 2.3.4 Payment Request-JV 50 procedure) Acting Manger
Selection of Select & authorize Project Implementation Committee member consisting of| Conditional Book President
Implementation technical, finance, procurement, and legal VP or manager.
Committee Member

2.3 Procurement contract Conclude the procurement contract

2.3.1 Verification of contract conditions Verify the contents of the procurement contract

Verification of settlement [Check the settlement method Conditional Book & | Procurement
method Contract Acting Manger
Verification of settlement |Check the settlement date Procurement
date Acting Manger
Verification of delivery Verify the delivery terms Procurement
terms Acting Manger
Verification of contracts  |Verify the contents of the contract at the draft level Procurement
(draft) Acting Manger
Verification of contract Verify if the contract has any risks in terms of tax practice Procurement
conditions Acting Manger
Inquiry to relevant Inquire the relevant departments on contract conditions Procurement
departments Acting Manger
Request for changes on  [Request for changes of contract conditions Procurement

Acting Manger
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4.2 Process Description []Procurement Cycle
Sub process: Tender (Public Offer) - Recognition of Procurement
Updated: May 5, 2013

Corporate

Accounting and financial function

Contents of operation

Documents

function Current Cash Basis
Verification of settlement [Check the settlement method Committee
method Member
Verification of settlement |Check the settlement date Committee
date Member
Verification of delivery Verify the delivery terms Committee
terms Member
Verification of contracts  |Verify the contents of the contract at the draft level Committee
(draft) Member
Verification of contract Verify if the contract has any risks in terms of tax practice Committee
conditions Member
Inquiry to relevant Inquire the relevant departments on contract conditions Committee
departments Member
Review on contents of the |Audit the contents of the contract if it has any problems in terms of accounting Committee
contract and financial standpoint Member
(Accounting)
Request for changes on  [Request for changes of contract conditions Committee
contract conditions Member
Authorization of contents |Authorize the contents of the contract President
of the contract
2.4 Procurement [Inspection standard] Perform recognition of Procurement (inspection standards)
2.4.1 Arrival of shipment/Inspection Accept goods and prepare Stock In Report (Acceptance Report)

Verification of arrival of  |Verify the contents and quantity of deliveries based on the Delivery Permission Acceptance Letter Warehouse
shipment Delivery Permission
(Accrual Basis) IF item is not delivered to warehouse and delivered directly to the various

program, warehouse personnel has to go to the delivery place and receive

together with the program person.
Record data on arrival of |Input data concerning items and quantity of arrived shipment in the Stock In Acceptance Letter, Warehouse
shipment Report (Acceptance Report). Delivery Permission,

Stock In report

Verification of journal Collect supporting documents and verify if it matches with information of Delivery Warehouse
supporting documents Permission.
Report on delivery Report the inspection of deliveries which meet the internal standards to Warehouse
completion Procurement by filling in the Delivery Report and forward it with the Delivery

Receipt, Acceptance Letter & Stock In Report (Acceptance Report) to

Procurement.
Verification of delivery Compare the supporting documents with the report on completion of trading, and Procurement

verify them based on the internal processing standards Acting Manger

2.4.2 Recognition of Procurement Recognize procurement

Verification of evidences |Receive Completion Report from Vendor. Sends it and request to accounting, has | Completion Record | Procurement
for inspection to be approved by requesting dept. and Committee Member. Attach all original Acting Manger

documents.
Verification of contents of |Check the contents of the Completion Report from Vendor and forward it to Procurement
Completion Report requesting department VP and Committee Member. Acting Manger
Verification of Completion |Verify the Completion Report with supporting documents. Requesting
Report and supporting department VP &
documents Committee
Verification of Verify if the Procurement has actually been made. Members
Procurement
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4.2 Process Description []Procurement Cycle
Sub process: Tender (Public Offer) - Recognition of Procurement
Updated: May 5, 2013

Corporate

Accounting and financial function

Contents of operation

Documents

function

Authorize Completion
Report

Authorize the Completion Report and forward it to Procurement.

Authorize Completion
Report

Forward Completion Record with all other original documents to Accounting.

Completion Record
with all other original
documents

Procurement
Acting Manger

Current Cash Basis

2.4.3 Recognition of Procurement (Accrual Basis)
Record procurement Check if there is authorized signatory of requesting dept. on completion report. Completion Record Accounting
Input the procurement amount to the accrual basis accounting software and print Staff 1
it out. Sign the print out.
Verification of contents of |Check content of input in the Accrual Accounting Software with support Accounting
input evidences. Manager
Authorize journal entry Authorize by signing on print out. File the print out in a separate folder for accrual Accounting
accounting with photocopy of completion report and other evidences. Manager
2.4.3 Verification of contents of invoice Verify the contents of sales invoice from the vendor
Verification of the Receive the Sales Invoice from Vendor Sales Invoice Procurement
Payables due Acting Manger
Verification of contents of |Verify the contents of invoice Procurement
invoice Acting Manger
Authorization of Authorize the settlement Procurement

settlement

Acting Manger

2.45 Payme

nt request

Request payment of procurement

Preparation of Payment
Request

Fill up Section 1 of the JV 50.

Forward the JV 50, Completion Report, Sales Invoice and supporting documents
(all original documents) to the President.

Completion Report,
Sales Invoice,
JV 50 (General

Voucher) &
supporting docs

Procurement
Acting Manger

Procurement
Acting Manger

Authorization of Payment
Request

Authorize Section 2 of the JV 50.

Confirm budget allowance and sign Section 2 of the JV 50.

Completion Report,
Sales Invoice,
JV 50(General

Voucher) &
supporting docs

President

Finance Director

2.4.6 Recording of Procurement

Verification of Verify the procurement cost to be recorded and the pertaining account title it is to | Completion Report, Accounting  [Recording of procurement is done when
procurement cost be recorded to. Assign serial no. on JV 50 based on received sequence. Sign Sales Invoice, Staff 1 (1st |actual payment done. Journal Entry is:
Section3 of JV 50. JV 50 (General Review)
Voucher) & Staff 2 (2nd  |Release/disbursement of fund (Recognize
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4.2 Process Description []Procurement Cycle
Sub process: Tender (Public Offer) - Recognition of Procurement
Updated: May 5, 2013

Corporate  Accounting and financial function Contents of operation Documents
function Current Cash Basis
Authorization of Authorize and signs Section 3 of the JV 50. supporting docs) Accounting  |expense)
procurement cost Manager xx DR Deductions
xx CR Expense Item
Recording of procurement [Record the procurement cost in Book 55 and journalize the details of Section 2 JV Accounting Staff
cost 50 at excel General Ledger. Release of cheque
xx DR Expense Item
xx CR cheque Withdrawal
2.4.7 Recording of Procurement (Accrual Basis)
Record procurement Input the amount on the JV 50 to the accrual basis accounting software and print JV 50 (General Accounting
out it out. Sign on print out. Voucher) & Staff 1 (1st
supporting docs Review)
Staff 2 (2nd
Verification of contents of |Check content of input and amount same as JV 50 in the Accrual Accounting Accounting
input Software Manager
Authorize journal entry Authorize by signing on print out. File the print out in a separate folder for accrual Accounting
accounting with photocopy of completion report and other evidences. Manager
2.5 Settlement Settle the Payables
2.5.1 Verification of Cheque Verify the content of check voucher and prepare check.
Verification of Cheque Verify detail with Section 2 JV 50. JV 50 Accounting
Amount (General Voucher) Manager
Authorization of Cheque |Authorize and sign Section 4 JV 50. JV 50 Accounting
Prepare and sign cheque. (General Voucher) Manager
Cheque
Authorize and sign Section 4 JV 50. Authorized
Sign cheque. Signatory
(President)
2.5.2 Execution of Payment
Releasing of Cheque Release cheque to Vendor. Cheque & JV 50. Accounting  [Journal Entry for release of Cheque
Manager xx DR Expense Item
xx CR Cheque Withdrawal
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5.2 Flow chart for Procurement Management

Organization name :

Accounting Department

Process name :

[2.0] Procurement Management

AREHG® MFESEIT=_2TIL(R)

Transaction pattern :

Tender (Public Offer)

Documentation departmen

Sub process name : | [2.43] Recognition of Procurement Preparation date : 2013/5/5
Accounting Department
Operations Relevant Departments System
Staff 1 Staff 2 Manager
<Legend> el bl _-—— - m_—————_
[2.43 RECOGNITION Purchasing Dent -’ <NEW Accrual Basis Procedure> S \
OF PROCUREMENT] urchasing bept. /’
For journal entry samples refer to
. 1 Journal Entry Guideline in Accrual
0 peration .LJ ! ‘Accounting Reference Manual.
| Sample Journal Entry is:
|
| Received equipment but not paid
Completion Report Completion Report 1 DR Equipment
1 xx CR Account Payable
! Received Equipment after
System 1 payment.
(Payment date)
I xxDR Advance Payment
o XX CR Cash
1 Verify if have (Received equipment)
1 |authorization signature. ‘*x‘i'*c;q:‘;z;‘ecfgpaymem
Docum ents/Ledg !
ers 1 l ‘
1 1
I | Input the procurement !
1 amount in Accrual Accounting I
Fie | Completion Report are 1
1 1
1 |
1 ¢ 1
Other 1 1
processes/ Print & sign on print Check & Authorize |
Division 1 out by signing on print out
1 I
1 1
1 XNOTE: |
Procedure may change I
due to system 1
\ 1
\ /
\ ’
A ’
~
~o - g
/,___________________________________________‘\\
s Procurement N
[2.47 RECORDING = ¢ Dept. | s et N
For journal entry samples refer to
OF PROCUREMENT] Il Journal Entry Guideline in Accrual \
Accounting Reference Manual.
1 Sample Journal Entry is: 1
1 Completion Report Completion Report Received equipment but not paid 1
I Supporting evidence Supporting evidence DR Equipment !
1 xx CR Account Payable 1
| Received Equipment after |
payment.
1 (Payment date) 1
xxDR Advance Payment 1
I xx CR Cash
(Received equipment) 1
1 xx DR Equipment
| xx CR Advance Payment 1
I
I
1 I
1 Input the labor cost I
onJV50in Accrual Accounting 1
1 Accountng Software Software 1
I
1 I
I
I
|
I i
|
: Print & sign on print Check & Authorize XNOTE: 1
| out by signing on print out Procedure may change |
| due to system 1
\ 1
\ !
\ l
N /
N ’
~ o -7
2.52 EXECUTION OF
PAYMENT
Start
Release Cheque to
Vendor
- N
’ \
| Input the labor cost \
onJV50in Accrual A 1
1 Accountng Software Software 1
|
|
I
I
' {
I
I
I
! Print & sign on print Check & Authorize For journal entry samples refer to 1
| out by signing on print out Journal Entry Guideline in Accrual
. Accounting Reference Manual. 1
1 XNOTE: Journal Entry is: 1
! Procedure may change Release of Cheque after receiptof ||
goods
1 due to system X DR Account Payable 1
1 xx CR Cash B
\
\ /
4
e N S - - —— -
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1. Objectives

a. Currently the cash basis accounting is required for government reporting purposes.
This manual shall act as the accrual accounting reference manual for accounting
service provider responsible for payroll. Job descriptions and activities involving
personnel outside of Accounting Dept. is documented for reference only.

b. Hiring/Termination of employees, determination of compensation package, changes
in salary rates, and payroll deductions should be authorized in writing.

c. All services performed by employees should be reported.

d. All amounts due to employees should be recognized as liabilities and accurately
recorded in the books.

e. Amounts due to employees should be based on actual hours worked and should be
promptly and accurately reported, computed, summarized, and recorded.

f.  There should be periodic verification of the validity, completeness, and accuracy of
recorded balances of accounts related to payroll.

g. All payroll disbursements should be properly authorized, based on recognized
liabilities, accurately prepared and promptly recorded.

2. Responsibilities
2.1 Payroll
a.  Enter pay rates on employee time cards

b.  Group according to type of the employment and confirm the number of people
targeted for eligible for payroll.

¢.  Compute gross and net earnings for each employee and record in payroll register.

d.  Update employee earnings records.
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2.2 Accounting Services Provider

a. Review payroll register, payroll summary and labor distribution summary (or other
matching alternative formats used).

b. Journalize payroll.

c. Get approval of the person in charge and process payment.

3. Guidelines

1. Functions that are documented are activities that are regularly covered by accrual
accounting. The scope of this manual is specifically for accrual accounting for
management reporting to the BOT.

2. This guideline is for management control for Payroll and recording in accrual
accounting basis and not for statutory reporting purposes.

3. Conduct investigation before a new employee is hired.
4. Policies on personnel and wages are current and in writing.

5. To insure proper recording of hours and time, an adequate system is used; e.g.,
mechanical time clock or computerized ID is used for hourly employees.

6. All salary and wage payments are made through banks; pay slips are distributed by
persons other than those preparing the payroll or controlling hiring and termination.

7. Independent double-checking of all payroll computation is done.

8. Reconciliation of payroll bank account is done by the person other than the one preparing
the payroll or signing the checks or remittance advice.
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4. Process Description B]Payroll Management
Sub process: Payroll Management

Updated: May 5, 2013
ting and financial function

Detail of operation
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Accrual Basis

Recording of labor cost

itis to be recorded to. Assign serial no. on Journal Voucher 50
based on received sequence. Sign Section3 of Journal Voucher 50

Authorize and signs Section 3 of the Journal Voucher 50 .

Record the labor cost in Book 55 and journalize the details of
Section 2 Journal Voucher 50 at excel General Ledger.

Journal Voucher 50
(General Voucher)

Staff 1 (1st Review)
Staff 2 (2nd Review)

Accounting Manager

Accounting Staff

7.1 Payroll Information Management Manage Employee Information
7.2.1 Registration of Employee Information |File and register Employee information
Initial setting of Employee File |Collect personnel required information and keep an individual file. | HR Staff 1 (Admin) A different staff is assigned
HR Staff 1 each for Admin & Academic
Registering in the Current Register the information to Current Status List for academic staff or| HR Staff 1 (Admin) Probationary contract is for first
Status List admin staff. HR Staff 1 6 months, then a 1 year
Verification of update on payroll Check the information of Current Status List with information in HR Manager contract (including the
detail Individual files. probationary period) is signed.
- : - - " oo - The 2nd year contract is signed
Authonzatlon of the Current Authorize the information of Current Status List with Individual files HR Manager if appraisal is 65%. An Open
Status List contract is signed if appraisal is
Maintenance of changes on Maintain changes on personal information HR Staff 1 (Admin)
personal information HR Staff 1
7.2.2 Management of Employee Information Updating of Current Status List (Monthly)
Updating the Current Status Register or update the information on Current Status List for Current Status List| HR Staff 1 (Admin) [Payroll Info includes payroll
List academic staff and admin staff. (Payroll Master) HR Staff 1 amount, current or resianed.
Verification of update on payroll Check the update of payroll information based on supporting Current Status List HR Manager Appraisal done twice a hear-
detail documents such as employment contract, appraisal report, (Payroll Master) June & December. Promotion is
committee decision on promotion and president decree concerning| based on 1) Committee
promotion. Decision ( consists of Financial
Authorization of the Current Authorize the payroll and incentives, Fill up Section 1 of the Current Status List HR Manager Director, Legal Director, VP
Status List Journal Voucher 50 and forward it with the Payroll Register to the (Payroll Master) Support Services (Acting
President. provost), HR Director & 3 other
members)
7.2 Salary payment Make payment of payroll and bonuses
7.2.1 Salary/Bonus Computation Compute the payment amount of payroll and bonuses
Verification of time sheet Check the individual time and attendance status through the time Payroll Register HR Staff 1 A different staff is assigned
sheet of the fingerprint time clock and Current Status List. Current Status List each for Admin & Faculty
waaes comnutation
Computation of payroll and Compute the payroll and incentives and prepared Payroll Register. | Payroll Register HR Staff 1
incentives Current Status List
Verification of payroll and Check the computation results of payroll and incentives of the Payroll Register HR Manager
bonus Pavroll Reaister. Current Status List
Authorization of payroll and Authorize the payroll and incentives, Fill up Section 1 of the Payroll Register HR Manager
incentives Journal Voucher 50 and forward it with the Payroll Register to the | Journal Voucher 50
President. (General Voucher)
Authorize Payroll Register and signs Section 2 of the Journal Payroll Register President
Voucher 50 . Journal Voucher 50
(General Voucher)
Confirms budget allowance and signs Section 2 of the Journal Payroll Register GM Finance
Voucher 50 . Journal Voucher 50
(General Voucher)
7.2.2 Recording of labor cost _Cash Ba ds)
Verification of labor cost Verify the labor cost to be recorded and the pertaining account title | Payroll Register Accounting Recording of payroll is done

when actual payment done.
Journal Entry is:

Release/disbursement of fund
(Recognize expense)
xx DR Gross Salary

xx CR Social Insurance

xx CR Stamp Tax

xx CR Salary Tax

xx CR Absence & penalties &

other Deduction
xx CR Net Salary

Release of Checque
xx DR Payroll
xx CR Checque Withdrawal

EJUST PayrollCycle 20130506.xls_Process Map 1.2
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4. Process Description B]Payroll Management
Sub process: Payroll Management

Updated: May 5, 2013

ting and financial function

Detail of operation
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Accrual Basis

7.2.3 Recol

rding of labor cost

Accrual Basis)

Recording of labor cost in
Accrual Basis Accounting
Software

Authorize Journal entry

Input the labor cost written on the Journal Voucher 50 in the
Accountng Software. Print out and sign on JV.

Check input in the Accrual Accounting Software and authorize by
signing on print out. File the print out in a a separate folder for
accrual accounting. Attach a photocopy of JV 50.

Payroll Register
Journal Voucher 50
(General Voucher)

Accounting
Staff 1 (1st Review)
Staff 2 (2nd Review)

Accounting Manager

For journal entry samples
refer to Journal Entry
Guideline in Accrual
Accounting Reference
Manual.

Recording of payroll is done
when JV 50 authorized.
Journal Entry is:

(When received authorized
JV50)

xx DR Wages and Salaries
xx CR Salaries Payable

xx CR Social Insurance
payable xx CR Stamp Tax

7.3 Settlement

Settle the Payables

7.3.1 Verification

Verify the content of check voucher and prepare check.

Verification of Check Amount

Verify detail with Section 2 Journal Voucher 50 .

Journal Voucher 50
(General Voucher)

Accounting Manager

Authorization of Check

Authorize and sign Section 4 Journal Voucher 50 .
Prepare and sign check.

Journal Voucher 50
(General Voucher)

Accounting Manager

1 check is signed and sent to
the main account of payroll

Check hank with Pavrall Reqister.
Authorize and sign Section 4 Application 51. Authorized Signatory|
Prepare and sian check. (President)
7.3.2 Execution of Payment
Releasing of Check Send check to Main Bank. Check Staff Bank Payroll System
automatically deposit amount to
employee account based on
Daurnll Ranistar
(Accrual Basis)
Recording of release of Check |Input the amount received to the accrual basis accounting software| Checque, Payroll Accounting For journal entry samples
and print out it out. Sign on print out. Register & JV 50. Staff 1 refer to Journal Entry

Verification of contents of of
inout

Check content of input and amount same as evidence in the
Accrual Accountina Software

Authorize Journal entry

Authorize by signing on print out. File the print out in a a separate
folder for accrual accounting with photocopy of completion report
and other evidences.

Accounting Manager

Accounting Manager

Guideline in Accrual
Accounting Reference
Manual. Journal Entry is:

(Release of Salary Checque)
xx DR Salaries Payable
xx CR Cash

(Tax payment date)

xx DR Social Insurance
Payable xx DR Stamp Tax
Payable

DD Colon, Tay Davakl

NOTE:

Procedure in black is the current cash basis. Highlighted Cell is the new accrual basis procedure added.

EJUST PayrollCycle 20130506.xls_Process Map 2 2
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5. Flow chart for Labor Cost>

Organization name :  Accounting Department Transaction pattern :
Process name : [7.0] Payroll management Documentation departn
Sub process name :  [7.2] Salary Payment Preparation date : 2013/5/5
Accounting Department
Operations Relevant Departments System
Staff 1 Staff 2 Manager
<Legend> [RECORDIN
G OF LABOR GM
COST] Finance
0peraton
Payroll Register Payroll Register
Journal Journal
Voucher 50 Voucher 50
System
Check labor cost
D ts/L and account title on
ocum en Journal Voucher 50
edgers
Fib Assign serial no. on
! JV 50 & sign
section 3 (Book 55)

¥

pr(é)g;zrse ’ Payroll Register
s/Division

Payroll Register

Journal
Voucher 50

Journal
Voucher 50

Check labor cost and
account title on JV
50

¥

Sign section 3 (Book
55)

Payroll Register

Payroll Register

Journal
Voucher 50

Journal
Voucher 50

Recording of payroll is done
when JV 50 authorized.
Journal Entry is:

Record the labor | Check I& authorize.
costin Book 55 |* Sign on JV 50

When received authorized
JV50. xx DR Wages and
Salaries xx CR
Salaries Payable

xx CR Social Insurance
payable xx CR Stamp Tax
Payable xx CR Salary
Tax Payable

Journal
Voucher 50

Release of Salary Checque
xx DR Salaries Payable

l xx CR Cash
v Tax payment date
e - —_— - _——— - - -
/ <NEW Accrual Basis Procedure> A
Input the labor
cost > Accrual
onJV50in Accounting

Check &
Authorize by
signing on print

Print & sign on N
print out

I
1
|
1
|
v
1
|
1
|
|
|

—— e o = = = = ==

XNOTE:
Procedure may change
\ due to selected system /
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