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CHAPTER 15.01
FINANCE (ADMINISTRATION) ACT

(Act 3 of 1997)

AN ACT to make new provisions for the managementpablic
funds, the appropriation, withdrawal and issue wihs from
those funds, for the public accounts and for cotatematters.

Commencemeritl April 1997]

PART 1
PRELIMINARY

1. SHORT TITLE
This Act may be cited as the Finance (Administratiact.

2. DEFINITIONS
In this Act—

“accountable officef means a public officer or accounting
officer concerned in or responsible for the coltact
receipts, custody, issues or payment of public emni
stores, stamps, investments, securities, or ndygetia
instruments, whether the property of the Governnuent
on deposit with or entrusted to the Governmenbaarty
public officer in his or her official capacity eghalone or
jointly with any other public officer or any othperson;

“Accountant General means the public officer appointed to
the office of the Accountant General and who is the
custodian of the Consolidated Fund and the Comnticige
Fund and performs such duties as are conferrechigy t
Act or any other enactment;

“accounting officer’ means a public officer specified in section
6 who is accountable for—

(i) the funds appropriated under any head of
expenditure for Saint Lucia in any financial year,



Cap.15.01 Finance (Administration) Act Laws of Saint Lucia

Revision Date: 31 Dec 2006

(i) the collection of any revenue under the revenu
heads to which that public officer is designated] a

(i) the use and custody of any public moniesirgia or
stores relating to the service for which such rexeen
heads are established;

“Appropriation Act” means any Act which authorises the
application of a sum out of the Consolidated Fumdhe
service of a financial year and includes a Supptaarg
Appropriation Act;

“collector of revenué means a public officer responsible for
the collection, receipt, and custody of public neni

“Consolidated Fund means the Consolidated Fund of Saint
Lucia established by section 77 of the Constitytion

“Consolidated Fund General Services Accouhtmeans the
General Services Account established by sectiorofl3
this Act;

“Constitution” means the Constitution of Saint Lucia;

“Director of Finance and Planning or “Director” means the
public officer duly appointed by the Public Service
Commission to hold the office of Director of Finenand
Planning and who is directly responsible to the ister
for the administration of the Ministry of Finance;

“development programme accourit means the development
programme account referred to in section 14 of Alais

“expenditure voté means any sum appropriated to any service
or investment authorised by an Appropriation Act;

“Financial Regulations means the Financial Regulations;

“Financial year’” means the 12 months ending on 31 March in
any year or such other period of 12 months as ney b
established by law;

“Hous€ means the House of Assembly;
“Minister” means the Minister of finance;

“officer” means a person employed in the public service of
Saint Lucia,

“Procurement and Stores Regulatioris means the
Procurement and Stores Regulations;
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“Public Accounts Committeé means the select committee
established by standing order 67 of the Standirdgrof
the House of Assembly;

“public monies’ includes—

(a) all revenues or other monies raised or redefoe
the purpose of the Government; and

(b) any monies or funds held, whether temporaoity
otherwise, by any officer in his or her official
capacity, either alone or jointly with any other
person, whether or not that person is an officer;

“public officer” means a person holding or acting in any public
office;

“public stores’ means all chattels of whatsoever nature being
the property of, in the possession of, or undercthrol
of, the Government;

“receiver of revenué means the Accountant General or any
officer designated by him or her for the purpose of
receiving monies, securities or other financiatmmsents
collected by collectors of revenue;

“statutory body” means any corporation, company, board,
commission, authority or other body establisheddoy
under an Act to provide goods or services to thielipu
and which meets one or more of the following cands:

(@ all or part of its appropriations for operating
purposes are provided under that heading in the
budgetary estimates tabled in Parliament;

(b) the Cabinet or a Minister appoints at le%sof its
members;

(c) at least’, of its operating expenses are borne
directly by the Consolidated Fund or by other funds
administered by a public body, or by both at the
same time;

“statutory expenditure” means any expenditure that is
required or authorised to be made by an enactment;

“supplementary Appropriation Act” means any Act the
purpose of which is the appropriation of monies in
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supplementation of the appropriation already magdarb
Appropriation Act;

“supply voté’ means the total sums appropriated out of the
Consolidated Fund for and applied to any purposearby
Appropriation Act.

PART 2
CONTROL AND MANAGEMENT OF PUBLIC FINANCE

POWERS AND DUTIES OF THE MINISTER

(1) The Minister shall supervise the finances & @overnment in
order to ensure that a full account is made tdPtdadiament and
for that purpose shall, subject to this Act, hawvell f
responsibility for the management of the Consoéddtund.

(2) The Minister shall give such directions andtrimstions as
appear to him or her to be necessary or expedmnthie
advantage, economy and safety of public monies @raic
property.

POWERS AND DUTIES OF DIRECTOR OF FINANCE AND
PLANNING

(1) The Director of Finance and Planning shall—

(a) take all proper steps to ensure that any dmestand
instructions given under section 3 and rules oul@gns
made under section 54 are brought to the noticallof
persons directly affected thereby and are complitial;

(b) be entitled to inspect all government officesl goublic
property and shall be given access at all timesetbeand
to all available information he or she may requiih
regard to monies and property in the custody of
accountable officers and to all documents and d=cor
respect thereof;

(c) certify all withdrawals made or authorised frotie
Consolidated Fund; and

(d) carry out such other duties as are conferretdianor her
by this Act or by rules or regulations made under i
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(2) The Director may delegate in writing all or aofythe powers
conferred upon him or her by subsection (1)(b).

5. POWERS AND DUTIES OF ACCOUNTANT GENERAL

(1) Without prejudice to anything contained in s@tt6(2), the
Accountant General shall, for the purposes of &us and all
rules and regulations made under it, be the Chmfofnting
Officer and as such shall perform a supervisoryction with
respect to the collection, expenditure and accagrfor, public
funds.

(2) The Accountant General, in the discharge obhiker duties as
the officer charged with the compilation and mamaget of the
accounts of the Government may, after consultatwth the
Director of Finance and Planning, give generalruttions not
inconsistent with this Act and any rules or regolad made
under it, and may in his or her sole discretionegspecial
accounting instructions.

(3) Any such special accounting instructions shatl conflict with
or extend, abridge or amend any rules or regulatiorade
under section 54, or any directions or instructigiv&n by the
Minister under section 3.

(4) Without prejudice to the generality of the éstimposed on the
Accountant General by subsection (1) and subjetiiégpowers
conferred on the Minister by sections 3 and 54, andthe
Director of Finance and Planning by section 4, Alseountant
General shall—

(@) receive revenue and other monies into and make
payments from the Consolidated Fund; and ensuteatha
revenues and other monies received and paid atgyhiro
promptly and properly to account;

(b) ensure that proper and adequate accountingragsare
established and maintained in Ministries and depamts
of Government both within and outside of Saint layci

(c) prepare the accounts of Saint Lucia in accaréanith
this Act;

(d) refuse payment on any voucher which is wrong or
insufficient in content or which contravenes thadficial
Regulations, the Procurement and Stores Regulatans
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any other rules, regulations, directions or indtoans
properly made or given under this Act for the
management of public monies and stores, or thahdres

or her opinion in any other way unacceptable inpsup
of a charge on public funds;

report to the Director of Finance and Planrimgyriting
any defect in departmental control of revenue,
expenditure, cash, stamps, stores and other pyoped
any breach or non-observance of the Financial
Regulations, the Procurement and Stores Regulabons
any other rules or regulations made under sectibors
directions or instructions given under sectionhat tmay
come or be brought to his or her notice; and

ensure, in so far as is practicable, that adegjprovision
exists for the safe custody of public monies, stamp
securities and other accounting documents; ang canr
such other duties as are conferred on him or hethisy
Act or any other enactment.

6. ACCOUNTING OFFICERS

(1)

(2)

3)

(4)

(5)

The accounting officers for the purposes of thet are—

(@)
(b)

the permanent secretaries; or

public officers who are heads of departmentwdro
perform the duties of a head of department.

An accounting officer is answerable to the Rulfccounts
Committee of Parliament for the efficient managetm&hnand
accounting for public funds entrusted to him or les
accounting officer.

An accounting officer may designate an offiasader his or her
control to be the collector of revenues for thdemlon of any
item of revenue for which he or she is accountable.

The designation of a collector of revenue urgldrsection (3)
for the collection of any item of revenue shall radiate or
abridge the personal accountability of the accogntfficer
making the appointment in respect of that itemeoknue.

Every accounting officer shall comply with amules or
regulations made under section 54 or directionggiructions
given under section 3 by the Minister or any digtd or
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(6)

instructions given by the Director under sectionadd all
instructions given by the Accountant General ursdetion 5.

Accounting officers shall ensure that all acuaible officers
are conversant with the Act, and any rules, regnat or
directions made or given under it.

PART 3
PUBLIC FUNDS

7. PAYMENT INTO THE CONSOLIDATED FUND

(1)

(2)

Subject to the Constitution and except as otfser provided in
this Act, all revenues and other monies raisedeceived for
the purposes of the Government, not being revemuetreer
monies which are payable by or under any enactmensome
other fund established for a specific purpose,ldf&paid into
and form part of the Consolidated Fund.

For the purposes of subsection (1), moniexeda® received
includes monies received by way of a grant, donatgft or
other like method.

8. PAYMENT FROM THE CONSOLIDATED FUND

(1)

(2)
®3)

Monies shall not be paid out of the Consoliddtend except—

(@) to meet expenditure which is chargeable updoyithe
Constitution or any enactment;

(b) where the payment has been authorised by an
Appropriation Act or by a warrant under the handhe
Minister given in accordance with this Act;

(c) for the purpose of repaying any monies receivedrror
into the Consolidated Fund; or

(d) for the purpose of paying such sums as mayehaired
for any refund, rebate or drawback where the payraén
that refund, rebate or drawback is provided foramy
enactment;

Monies shall not be paid out of the Consoliddtend except in
the manner prescribed by this Act.

Any monies forming part of the Consolidated &uwvhich are—
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(@) deposited with a bank or other financial ingtdn; or
(b) invested in an authorised manner,
shall not, for the purpose of this section, be mmred to have

been issued from the Consolidated Fund by reastynodrihat
deposit or investment.

SPECIAL FUNDS

1)

(2)

3)

The Minister may give such directions and takeh steps as
may be necessary for the purpose of establishir§pecial
Fund.

Any fund established prior to the commencenadrihis Act is

considered to be a Special Fund and to have beahlisked

for the purposes of subsection (1) and the balatereding to
the credit of that fund at the close of accounthenday prior to
the commencement of this Act is considered to hbgen

established for the purposes specified with resfmeetaich such
Special Fund.

The Minister shall cause any Special Fund distadd under
subsection (1) to be notified in the Gazette.

TRUST FUNDS

1)

(@)

3)

For the purpose of this section “Trust Fund€ams—

(@) any fund established by an Act other than an
Appropriation Act; or

(b) any monies held by or deposited with or engddb the
Government under the terms of a deed of trustt trus
instrument, agreement (whether express or implad)
any arrangement governing the use of monies so held

A fund established in accordance with subsadtig(a) is not a
trust fund where the Act establishing the same makevision
for the payment of monies into that fund out of the
Consolidated Fund.

A trust fund does not form part of the Consaletl Fund but,
subject to section 11, is to be administered iroatance with
this Act.
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11.

(4)

(5)

(6)

(7)

Any funds established prior to the commencenuérthis Act

for the purposes specified in subsection (1) isswered to be
trust funds and the balance standing to the coéaiich fund at
the close of account on the coming into operatibtinis Act is

considered to be held by the Government for thgqses
specified in respect of each such trust fund.

This Act shall not extend, abridge or alter thiems of any trust
or be construed as authorising the making of argsrwor

regulation or the giving of any direction or insttion requiring

any person to obey that rule or regulation, digectior

instruction in relation to monies held on trust efhcontravene
or are inconsistent with the terms of that trust.

A public officer shall not accept appointmerg a trustee
without the written authority of the Minister andnya
appointment contrary to this subsection is void.

The Minister shall cause any Trust Fund esshbli under
subsection (1) to be notified in the Gazette.

CONTINGENCY FUND

(1)
(2)

3)

A Contingencies Fund is hereby established.

The Minister may, by an affirmative resolutioh Parliament,
transfer from the Consolidated Fund any sum as iay
required for the operation of the Contingency Fund.

The Minister, if he or she is satisfied thagréh has arisen an
urgent and unforeseen need for expenditure—

(@) for which no monies have been appropriatedomwhich
the sum appropriated is insufficient;

(b) for which funds cannot be reallocated as predidor in
section 23; and

(c) which cannot be deferred without serious dedritrto the
public service,

may, by Contingency Fund Warrant under his or fsrdhand
in anticipation of the grant of an appropriation Bgrliament,
authorise an advance from the Contingency Fundéetrsuch
need.
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(4) The total of the sums authorised under submed8) to be
advanced from the Contingency Fund shall not exteedotal
sum authorised under subsection (2).

(5) Where any advance is made from the Contingénryd under
this section a supplementary estimate of the sujuined for
the service for which such advance was made slwllaiol
before Parliament as soon as possible but in aegteot later
than 4 months from the date on which the Contingefund
Warrant was issued and shall be included in a ®apghtary
Appropriation Bill for appropriation.

(6) Upon the grant of an appropriation to meetaRpenditure in
respect of which an advance was made under thi®osethe
Contingency Fund Warrant authorising that advahedl fapse
and shall cease to have effect and the advanckl&hdeemed
to have been made for the purpose of the apprapriand
shall be accounted for accordingly.

PART 4
ACCOUNTS

ACCOUNTING FOR PUBLIC MONIES

All public monies shall be accounted for in the aots of Saint
Lucia.

CONSOLIDATED FUND GENERAL SERVICES

(1) There is hereby established an account to lmvknas the
“Consolidated Fund General Services Account” tockhshall
be credited all recurrent revenues and out of wisichll be
made payments in respect of the Consolidated Fuemckrgl
services.

(2) The disbursement of monies provided in anyrfaia year to
meet expenditure on the Consolidated Fund genersices
shall be controlled and accounted for by the Actanin
General.

(3) In this section the expressio®dnsolidated Fund General
Service$ means the services of the Government, the expense
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of which is charged on or payable from recurrenteneie
receipts or any other source authorised by Parliéame

14. DEVELOPMENT PROGRAMME ACCOUNT

(1) There is hereby established an account to lmviknas the
“Development Programme Account” to which all revesu
specifically allocated together with grants andnkaeceived
for financing the development programme and outwbich
shall be made payments in respect of the developmen
programme.

(2) The disbursement of money provided in any faianyear to
meet expenditure on development programmes shall be
controlled and accounted for by the Accountant Gdne

(3) In this section the expressiordevelopment programmé
means investments made by the Government, the s&pan
which is charged on or payable from revenues spadif
allocated thereto, or grants and loans raised ety for that
purpose.

15. DEPARTMENTAL ACCOUNTS

Despite anything contained in sections 13 and I aecounting
officer shall maintain departmental accounts in aclhiis to be
recorded all revenue receipts and the disbursemant all

appropriations made to the head of expenditurevfoch he or she is
accountable as accounting officer.

16. ANNUAL ACCOUNTS

(1) Within a period of 3 months after the closeeach financial
year the Accountant General shall prepare, ceatity submit to
the Director of Audit as many copies as the DirectbAudit
may require of the accounts of Saint Lucia for thaancial
year showing the financial position of Saint Lucia the last
day of such financial year.

(2) The accounts of Saint Lucia for the purposesulifsection (1)
shall be prepared in accordance with the accoumtiimgiples
as stated by the Accountant General or specifiedthie
certificate attached to such accounts.
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The Minister may by direction in writing addsesl to the
Accountant General extend the period within whialchs
accounts may be transmitted and any directionsiven gshall
be laid before Parliament at its next meeting.

Accounts to be transmitted by the Accountanhé&al under
subsection (1) shall show fully the financial pmsit of the
Consolidated Fund on the last day of each finangalr and
shall include—

(@) a statement of assets and liabilities;
(b) an annual abstract of revenue and expenditutehds;

(c) a comparative statement of actual and estimageenue
by sub-heads;

(d) a comparative statement of actual and estimated

expenditure by sub-heads;

(e) a statement of balances on advance accountgzeda
under the various categories set out in section 29;

(H a statement of balances on deposit accounts;

(g0 a statement of outstanding loans made from the

Consolidated Fund, by annual and aggregate recaifuts
payments;

(h) a statement of public debt;
(i) a statement of contingent liabilities;

() a statement of investments showing the fundbeimalf of
which the investments were made;

(k) a statement of arrears of revenue by sub-heads;

() a statement of losses of cash and stores aaBdaidoned
claims;

(m) a statement of the Contingency Fund Account;
(n) a statement of changes in financial positiod a
(0) other statement as Parliament may require.

The Director of Audit shall submit to the Mites, not later
than 3 months from the date of receipt of certifgpies of
financial statements from the Accountant Generalchs
certified copies with his or her opinion thereon.
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17.

18.

19.

(6) For the purposes of this section, “accountsSafnt Lucia”
means the accounts that relate directly to the rakent
Government.

SPECIAL ACCOUNTS

Within 6 months after the close of each financedryor the close of
any period of accounts as may be provided in amgtement or trust
instrument related thereto or, in the absence ol suprovision, the
close of any period of account as may be specifietirections given
by the Minister, any officer administering a Spédtand or Trust
Fund shall submit to the Minister an account ot tBpecial Fund or
Trust Fund relating to the period of account inrstarm as may be
required by any enactment or trust instrument guuer the
administration of the Special Fund or Trust Furgdthee case may be;
or in the absence of any such requirement contamed enactment
or trust instrument, in the form as the Account&@#neral may
require.

LAYING OF ACCOUNTS

The Minister shall lay a copy of every documentmiited to him or
her under sections 16(5) and 17 before Parliamieits aext sitting
following the date on which that document was resei

PART 5
AUTHORISATION OF EXPENDITURE

ANNUAL ESTIMATES

(1) The Minister shall cause to be prepared and kefore the
House of Assembly, not later than 30 days after the
commencement of each financial year, estimateswa&nue and
expenditure for that financial year.

(2) The estimates of revenue and expenditure lefdre the House
of Assembly shall be in such form as the Ministeaym
determine.
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APPROPRIATION

When the estimates of expenditure (other than edpee charged
on the Consolidated Fund by the Constitution or @mgr enactment)
have been approved by the House of Assembly, &ibdivn as an
Appropriation Bill shall be introduced in the Housé Assembly,
providing for the issue from the Consolidated Fufdthe sums
necessary to meet that expenditure and the apptimpriof those
sums, under separate votes for the several servécgsred for the
purposes specified therein.

SUPPLEMENTARY APPROPRIATION
If in respect of any financial year it is found—

(@) that the amount appropriated by the Appromratct to
any purpose is insufficient or that a need hasearier
expenditure for a purpose to which no amount has be
appropriated by that Act; or

(b) that any monies have been expended for anyogarm
excess of the amount appropriated to that purpgsbed
Appropriation Act or for a purpose to which no ambu
has been appropriated by that law,

a supplementary estimate showing the sums reqairsgent shall be
laid before the House and, when the supplementdipate has been
approved by the House, a Supplementary Appropndid shall be
introduced in the House providing for the issuswéh sums from the
Consolidated Fund and appropriating them to theqaes specified
therein.

AUTHORISATION OF EXPENDITURE IN ADVANCE OF
APPROPRIATION

If, despite the provisions of section 20, the Agpration Act has not
come into operation at the commencement of anyndiad year, the
Minister shall authorise by Provisional General Yaat under his or
her hand expenditure necessary to carry on theicservof
Government until the expiration of 4 months frone theginning of
that financial year or the coming into operationtlod Appropriation
Act, whichever is the earlier, but any sum so ausled shall not
exceed/; of the aggregate of the sums provided for thatiseiin the
Appropriation Act of the previous financial year.
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23.

24,

25.

REALLOCATION

(1)

(2)

The Minister may, by means of a reallocationrrast direct
that any surplus arising from under-expenditureaory item
contained in the approved estimates, be appliegidnof any
other item therein or in aid of any new item if tisem
appropriated for that first mentioned item is ndtereby
exceeded.

Any sums reallocated in accordance with sulme¢t) shall be
submitted for the approval of Parliament.

VIREMENT

(1)

(@)

If, in the opinion of the Director of FinancadPlanning, the
exigencies of the public service render it necgssaexpedient
to vary the sum assigned to any purpose withinpplguvote

shown in the estimates of expenditure for any fongnyear or
to make provisions for a new purpose within thaeybe or she
may direct by means of a virement warrant underohnifer

hand that there shall be applied in aid of any psepfor which
the sum assigned may be deficient or in aid ofrew purpose
a further sum out of any surplus arising from urebgsenditure
on any item within the same supply vote.

In the exercise of his or her powers under sciien (1) the
Director shall ensure that—

(i) the sum appropriated for any supply vote by the
Appropriation Act or by a supplementary
Appropriation Act is not thereby exceeded, and

(i) any new purpose to which a sum is assigned is
within the ambit of the vote.

LAPSE OF APPROPRIATONS AND WARRANTS

Except as provided by this Act, every appropriatiorade by
Parliament of public monies for the service of &ngncial year and
every warrant issued under this Act shall lapse esase to have
effect at the end of that financial year.
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PART 6
PAYMENTS

AUTHORITY FOR PAYMENT

Subject to section 9, any payment made from thesGlaated Fund
shall be authorised by warrant under the handeoMister.

GENERAL WARRANT

(1) Subject to sections 20 and 21, on the coming force of an
Appropriation Act and any supplementary AppropdatiAct,
the Minister shall authorise the Accountant Genbyafeneral
warrant under his or her hand to pay out of the SGbdated
Fund such sums as may be required to pay for thaecee
approved by Parliament.

(2) Despite the issue of a general warrant it ighiwithe discretion
of the Minister to limit or suspend at any time axypenditure
excluding statutory expenditure, with or withouhcallation of
the general warrant if, in his or her opinion, fin&l exigencies
of the public interest so require.

PROVISIONAL GENERAL WARRANT

Where an Appropriation Act has not come into openathe Minister
shall authorise the Accountant General to pay 6thhe Consolidated
Fund such sums as may be authorised by provisgeraral warrant
under section 22.

ADVANCE WARRANT

(1) Subject to this section, the Minister may, ldwance warrant
under his or her hand, authorise the Accountante@ério
make disbursements of monies forming part of thesGlidated
Fund or of other public monies for the purpose aikimg
advances—

(@) on behalf of, and recoverable from, other Gorents
and organisations;

(b) to, or on account of, trusts and other fundsiiactered
by the Government;



Laws of Saint Lucia Finance (Administration) Act Cap.15.01 28

Revision Date: 31 Dec 2006

30.

31.

(@)

(c) to, or on behalf of, public bodies, institutspraccounting
officers or other individuals where those advarmes in
the opinion of the Minister, in the public interestd are
recoverable within a period not exceeding 12 moafter
the close of the financial year in which those aubes are
made;

(d) to public officers for any purposes and on ®ras may
be determined; or

(e) for the purpose of expenditure authorised bgraactment
which permits the raising of loans in anticipatiof
raising such a loan.

The total of the sums issued and disbursedherpurpose of
making advances under subsections (1)(c) and ($){dll not
exceed in the aggregate at any time, after dedyotipayments,
2% of the recurrent revenue for the previous fimgnear.

IMPREST WARRANT

(1)

(2)

3)

The Minister may, by imprest warrant under arsher hand,
authorise the Accountant General to issue imprists the
Consolidated Fund to officers for any purpose farol monies
have been appropriated.

Any officer to whom an imprest is issued undebsection (1)
shall retire that imprest before the end of theaviicial year in
which the imprest was issued or, if some earliete ds
specified in the imprest warrant, on or before detier date.

Despite subsection (2), where any officer fdis retire an
imprest in accordance with that subsection, theofAntant
General shall recover the amount of the imprestiéguction
from the salary or other emoluments of that offiaersuch
manner as the Director of Finance and Planningchétes.

DEPARTMENTAL WARRANT

An accounting officer may, by departmental warnamder his or her
hand, authorise any officer named in that warramb¢ur expenditure
against any vote under his or her control.
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LAPSE OF WARRANT

A warrant issued under this Part shall lapse amsde¢o have effect
on the date specified in the warrant or at the @ritie financial year
in which it is issued, whichever is earlier.

PART 7
BANK ACCOUNTS, INVESTMENTS AND DEPOSITS

BANK ACCOUNTS

(1) All sums accounted for in the Consolidated Fshdll be kept
with such banks as the Accountant General shadraete.

(2) A public or official account shall not be opdnat any bank
without the prior written authority and directionf dhe
Accountant General.

INVESTMENT OF MONIES

(1) The Minister may authorise the Director of KFioa and
Planning to invest monies forming part of the Cdidsded
Fund—

(@) with a bank, either at call or subject to netic
(b) in deposits with the Eastern Caribbean Ceiitaalk;

(c) in a manner authorised for investments of prigpi@ the
hands of trustees by any enactment for the timegbigi
force; or

(d) in securities issued by another Governmenhgragency
of such other Government.

(2) The Minister may, if he or she is satisfiedttias in the public
interest and with the prior approval of Parliamerduse the
Director of Finance and Planning to purchase shareany
public company, with monies from the Consolidateddr

(3) Where the Minister causes shares to be purdhaswler
subsection (2), he or she shall—

(@ submit a report to Parliament containing fuditadls of
any shares purchased; and
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36.

37.

(b) lay on the Tables of Parliament a copy of agseament
made in relation to any such purchase; and the annu
financial statement.

(4) The Director shall keep proper records of anyestments
under this section.

(5) Except for investments under subsection (1Hlt)investments
made under this section together with any intereseived
therefrom shall be paid into and form part of then€blidated
Fund.

(6) All investments held by or on behalf of the @ovwnent on the
date of the coming into operation of this Act shdlthe same
are not held on account of Special Funds or TrustBE set out
in sections 9 and 10 respectively, be deemed te haen made
out of monies issued from the Consolidated Fund raag be
retained although such investments are not sucmaags be
made under subsection (1).

DEPOSITS

Any deposits, not being monies raised or receiwedhe purposes of
the Government, shall not form part of the Constéd Fund and,
except as provided in sections 36 and 37, shalbaapplied in any
way for the purposes of the Government.

INVESTMENT

(1) The Director of Finance and Planning may ausieorthe
investment of deposits in like manner to that pded in section
34 in respect of the Consolidated Fund.

(2) Any interest or dividend received in respecteposits invested
in accordance with subsection (1) shall be paid itte
Consolidated Fund.

UNCLAIMED DEPOSITS

(1) Any deposit which is unclaimed for 5 years bihal paid into
the Consolidated Fund.

(2) Despite subsection (1), the Accountant Gensiall refund a
deposit to a person who claims to the satisfactwdnthe
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Accountant General that he or she has absolute taylthat
deposit.

PART 8
PUBLIC DEBT

38. BORROWING BY MEANS OF ADVANCES

(1)

@)

The Minister may, by resolution of Parliamembrrow money
from a bank or other financial institution by mearfsadvances
to an amount not exceeding in the aggregate thespatified
for that purpose in the resolution, to meet currequirements,
and such resolution shall not have effect for areriqul

exceeding 6 months.

Where, by resolution in accordance with thistise or under
any enactment, power to borrow money by means wdrazks
from a bank is conferred on the Minister that powey be
exercised by means of a fluctuating overdratft.

39. LOANS AND AUTHORITY TO SIGN THEREOF

1)

(2)

3)

The Minister may, by resolution of Parliamehgrrow from
any bank or other financial institution for anytbg following
purposes—

(@) the capital or recurrent expenditure of Govesnin

(b) the purchase of securities issued by any Gowenh or
government agency;

(c) on-lending to any statutory body or public amation; or
(d) making advances or payments to public officas
authorised by any enactment or the Staff Orders.

The Minister may, in writing, authorise the &stor of Finance
and Planning or Head of a Foreign Mission to sigrhis or her
behalf any loan agreement or guarantee made uedgors 38
or 39.

In this section “staff orders” means the staftlers for the
Public Service of Saint Lucia.
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40. PROCEEDS OF LOAN

Subject to any enactment concerned with generapecific loans,
any money borrowed by the Government shall be paaland form
part of the Consolidated Fund.

41. RESTRICTIONS ON GUARANTEES

A guarantee involving any financial liability is hdinding upon
Government unless that guarantee is given in aaooce with an
enactment or unless approved by resolution of &adnt.

42. PUBLIC DEBT

(1)

(2)

There shall be charged upon and paid out ofCbesolidated
Fund all debt charges for which the Governmentisé.

For the purpose of this section, debt chargetude interest,
sinking fund charges and any other charges rel&tedhe

repayment or amortization of loans and advancesinor
satisfaction of any obligation arising from a gude® given in
accordance with section 41.

PART 9

ABANDONMENT OF CLAIMS AND WRITE-OFF OF PUBLIC

MONIES AND STORES

43. ABANDONMENT OF CLAIMS AND WRITE-OFF OF LOSSES

(1)

(2)

Subject to this section, the Minister may, unde affirmative
resolution of Parliament, write-off losses of puablinonies,
stores or other moveable property belonging toGbeernment
or provided for the public service, or to abandorremit any
claim by or on behalf of the Government or any pubérvice
thereof where the amount in any one case is $1@0@tbre.

The Director of Finance and Planning may, \lit& approval of
the Minister, write-off losses of public moniespr&ts or other
moveable property belonging to the Government aviged
for the public service, or to abandon or remit alaym by or on
behalf of the Government or any public service ébémwhere
the amount in any one case exceeds $5,000, basssthan
$10,000.



28

Cap.15.01 Finance (Administration) Act Laws of Saint Lucia

44.

45,

3)

(4)

(5)

(6)
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The Director may write-off losses of public nws) stores or
other moveable property belonging to the Government
provides for the public service, or to abandon emit any
claim by or on behalf of the Government or any pubgrvice
thereof where the amount in any one case does xused
$5,000.

The Minister may, in writing delegate his o lpwwers under
subsection (2) to the Director in which case narayal shall be
required to write-off losses.

Despite anything contained in subsections (&) ), where
the losses referred to in those subsections arprima facie
appear to be, on account of theft, fraud, embezzaterar other
like act, there shall be no write-off of such |acssenless
Parliament, by affirmative resolution approvesshme.

Any write-off under this section shall be nmd immediately
to the Accountant General and the Director of Audit

GIFT OF STORES OR OTHER PROPERTY

(1)

(@)

3)

The Director of Finance and Planning may aufiecthe gift of
any stores not required for Government purposesstautions
or organisations in Saint Lucia established sotelprincipally
for educational, scientific, cultural or charitalplerposes.

Where the value of such gift exceeds $5,000sumh greater
amount as the Cabinet determines, the prior approvéhe
Minister shall be obtained.

Every gift under the section shall be notifimimediately in
writing to the Accountant General and the DirectbAudit.

PART 10
SURCHARGE

POWER TO SURCHARGE

(1)

If, at any time, it appears to the Director Bihance and
Planning that monies or public stores have been tos
damaged, and if, within a period specified by thee€&or of
Finance and Planning an explanation satisfactotyirroor her
is not furnished by the responsible officer witlyaed to such
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46.

loss or damage, the Director shall surcharge ag#ias officer
the amount which appears to him or her to be the suffered
by the Government, or the value of the propertyt los
damaged as the case may be, or a lesser amourd B#é¢ctor
determines.

(2) Subject to subsection (3), any officer who cawnénes this Act
or any rules or regulations made thereunder isldidb a
surcharge in such sum as may be determined by iteetdr of
Finance and Planning.

(3) An officer shall not be surcharged under treston without
being heard.

GROUNDS FOR SURCHARGE

An officer may be surcharged under section 45 og ah the
following grounds—

(@)

(b)
(©)

(d)
(e)

(f)

(9)
(h)
(i)

()

failure to collect any monies owing to Govermtehe
collection of which the officer is or was at thené
responsible;

payment of public monies in excess of amounts

authorised under Part 5 of this Act;

making, allowing or directing any payment ofbpa
monies without proper authority, or proper evidetttat
the amount was due;

payment of public monies without obtaining peop
evidence of the identity of the payee;

responsibility for any deficiency in, loss astruction of
or damage to any public monies, stamps, securgiiesgs
or other public property;

failure to render accurate accounts by a penastiose
duties require him or her to render such accounts;

signing an incorrect or false certificate owoaicher;
mixing public monies with other monies;

contravention of this Act, the Financial Redidas or the
Procurement and Stores Regulations; or

failure to comply with any lawful direction anstructions
given under this Act.
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47. NOTIFICATION OF SURCHARGE

(1) The Director of Finance and Planning shall gmeitten

notification of a decision to surcharge to—

(@) the person surcharged;

(b) the accounting officer of the Department coneel
(c) the Accountant General;

(d) the Director of Audit; and

(e) the Public Service Commission.

(2) A notification under subsection (1) shall irsduthe grounds
upon which the surcharge is based and the amousudi
surcharge.

(3) For the purposes of this section and sectiontd8 Public
Service Commission includes the Judicial and Lefgvices
Commission and the Teaching Service Commission, as
appropriate in the particular context.

48. APPEAL AGAINST SURCHARGE

(1) An officer who is aggrieved by any surchargedmagainst him
or her under section 45 may appeal to the PubliviGe
Commission, within one month from the date on whiehor
she is notified of the surcharge.

(2) The Public Service Commission, after makingausing to be
made such investigation as it considers to be sacgsmay
confirm the surcharge or direct that the persorctsanged be
released wholly or in part from the surcharge ay ap@pear to
be just and reasonable.

49. WITHDRAWAL OF SURCHARGE

(1)

(2)

The Director of Finance and Planning may at amge
withdraw any surcharge in respect of which a satisiy
explanation is subsequently received or if it othee appears

to him or her that no surcharge is warranted in the
circumstances.

Where a surcharge is withdrawn under subsec{ibnthe
Director shall inform all the persons notified undection 47
of that fact.
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50. RECOVERY OF SURCHARGE

(1)

(2)

®3)

(4)

(5)

The Accountant General, on being notified sluacharge made
under section 47, shall cause the amount of thehatge to be
recovered from the person surcharged in such a enasthe
Director of Finance and Planning directs.

Recoveries shall not be made under subseclipruritil after

the expiration of the period allowed under seci@for the

lodging of any appeal, and where the person sugeldaappeals
under that section, recoveries shall not be madieand unless
the surcharge has been confirmed or otherwiserdated.

Subject to subsection (4), the amount of atsange made under
this Part shall be recovered as the Director ofakte and
Planning may direct and may be deducted from argrysa
pension or other emoluments of the person surcbarge

The following rules shall apply with respectie recovery of a
surcharge—

(@ a monthly instalment payable in respect of eclsrge
shall not exceed, of the gross monthly salary or pension
of the person surcharged; and

(b) where the person surcharged is due to be pgidrmnies
by the Government other than by way of salary oispn
or other emolument, the Director of Finance anahiilzg
may require the amount of any surcharge imposetthan
person to be deducted from such monies in wholm or
part as he or she considers just and reasonable.

This section does not prejudice the right ov&oment to sue
for and recover the amount of any surcharge asibdabt due
to the Crown.

PART 11
STATUTORY BODIES

51. DEFINITIONS AND APPLICATION

(1)

In this Part—

“appropriate Minister” means the Minister under whose
portfolio the statutory body in question falls;
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Sections 52 and 53 apply to a statutory bodgamthere are
other provisions made in the law establishing tsi@tutory
body.

Sections 52 and 53 apply to all statutory bsdismless a
contrary intention is contained in the enactmenal@shing
such statutory body.

ESTIMATES OF EXPENDITURE

1)

(@)

3)

(4)

(5)

A statutory body shall, 3 months before the swncement of
each financial year of that statutory body, submait the
appropriate Minister for his or her approval, esiies of its
recurrent and capital expenditure and the finanthegeof for
that year in such form as the Minister directs.

The appropriate Minister shall, before the canoement of
each financial year, submit to the Minister for el the
estimates of recurrent and capital expenditurethadinancing
thereof in respect of each statutory body fallimgler his or her
portfolio.

A statutory body shall, whenever the appropriinister or the
Minister directs, furnish any further information relation to
its estimates of recurrent and capital expenditarel the
financing thereof as may be required.

The estimates of recurrent and capital exparglitand the
financing thereof as approved by the Minister shadt be
altered without the approval of the Minister.

The appropriate Minister shall lay the estirsapproved by the
Minister under subsection (2), before Parliamenttatnext
sitting following the receipt of such estimates.

ANNUAL REPORT AND ACCOUNTS

(1)

(2)

A statutory body shall, as soon as possibleiarahy case not
later than 3 months after the end of its finangedr, submit an
annual report to the appropriate Minister as thaisfer may
direct.

An annual report shall include a balance sheetincome and
expenditure statement and the report of the audtorthe
accounts of the statutory body.
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On receipt of the annual report, the account$ the auditor’s
report, the appropriate Minister shall lay them doef
Parliament at its next sitting.

PART 12
MISCELLANEOUS PROVISIONS

54. RULES AND REGULATIONS

(1)

(2)

Subject to this section, the Minister may makeh rules or
regulations as appear to him or her to be necesaady
expedient for the proper carrying out of the intant purpose
of this Act and, in particular, may make rules egulations in
respect of financial and accounting matters.

Without restricting the generality of subsentid) any rules or
regulations made by the Minister may provide for—

(@) the collection, custody, issue, expenditure accounting
for, care and management of all public funds;

(b) the effectual record, examination, inspectiod @nternal
check of all receipts, payments and expenditure;

(c) the forms of all accounts, books, documents E@padbrts
whatsoever required for the proper accounting fdslip
monies and public stores;

(d) the purchase, safe custody, issue, sale or dibgosal or
write-off of stores and other property of the Gaweent
and the proper accounting for and stock-taking wafhs
stores and property;

(e) the custody, handling and proper accountingstamps,

investments, securities and negotiable instruments

whether the property of the Government of Sainti& e
on deposit with or entrusted to the Governmenbaarty
officer in his or her official capacity or to anyther
person;

(H the reporting of losses by whatever means oblipu
money, stamps, accounting or accountable docunwénts
whatever kind and public stores, and the reportig

damage to or destruction of any property of the

Government;
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(g) the issue of public tenders, the powers andesluf the
Tenders Board, and the award of contracts;
55. FORMS

Subject to section 54(2)(c), any administrativarferthat are required
or necessary for the purposes of this Act or amgsror regulations
made under it shall be in such form as the Accoun@eneral

approves.
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FINANCIAL REGULATIONS
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FINANCIAL REGULATIONS — SECTION 54

(Statutory Instrument 36/1997)

Commencemeritl April 1997]

PART 1
PRELIMINARY

1. SHORT TITLE
These Regulations may be cited as the Financiallgggns.

2. INTERPRETATION
(1) Inthese Regulations—
“Act” means the Finance (Administration) Act;

“commitment incurred” means any liability in respect of
goods or services supplied and received by a Gowamh
Department;

“department” means a Ministry or a non-ministerial
department of Government;

“head of divisio means an officer who is in charge of a
division of a department;

“sub-accountant means an officer who is entrusted with the
receipt, custody and disbursement of public monay a
who is required to keep one of the recognized cash
accounts, the transactions in which are accourdedof
the Accountant General and subsequently embodittkin
final public accounts of Saint Lucia.

(2) Any word or phrase defined in the Finance (Awistration)
Act shall bear a corresponding meaning in theseiR#&gns.

3. REFERENCE TO DIRECTOR OF FINANCE AND PLANNING

Where any doubt exists in respect of any dutiesesponsibilities of
any person or procedures to be followed in carrymg the
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provisions of these Regulations the matter shalkdferred to the
Director of Finance and Planning for his or heediions.

PART 2
ACCOUNTING OFFICERS

ACCOUNTANT GENERAL

(1) The Accountant General is designated chief actiog officer
and shall be responsible for the accounting arrauegés in all
Departments.

(2) Subject to section 5 of the Act, the dutiestlod Accountant
General shall be—

(@)

(b)

(©)

(d)

(€)

(f)

(9)

to control the issues out of the Consolidatechd-and
ensure that no payment is made which has not been
authorised in accordance with PART 6 of the Act;

to control issues out of other funds authorissdthe
Minister and to ensure that no payment is madepxoe
the purpose so authorised;

to maintain accounts of all appropriations mduole
Parliament;

to ensure that there is sufficient unencumbdralhnce

available out of every appropriation to dischargey a
commitments payable during the financial year irnclvh

the commitment is made;

to pre-audit or examine before issue all vougheavoices
and acquittances for payment of money in ordemguee
that they comply with these Regulations;

to provide accounting services to Departments i
connection with the collection of revenue and the
expenditure of public monies;

to exercise control over all officers in his drer
Department and sub-accountants entrusted with the
receipt or payment of public monies and to take
precautions by the maintenance of efficient interna
controls and checks, including surprise inspections
against the occurrence of fraud, embezzlement or
negligence;
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(h) to act as custodian of all Government secusriied other
financial instruments;

(i) to receive all monies accruing to the ConsdbdaFund
and other funds entrusted to him or her;

() to maintain the central financial accounts aiv@rnment
including revenue, expenditure, assets and liadslit

(k) to prepare monthly and annual financial statet:mieand
periodic and special accounting and financial stetes
as are required for audit and management purposes.

5. ACCOUNTING OFFICER

(1)

(2)

@)

Subject to section 6 of the Act, an accountfigcer shall be
responsible for ensuring that—

(@) the financial business of Government for whehor she
is responsible is properly conducted;

(b) the public funds entrusted to his or her caeemoperly

safeguarded and are applied only to the purposes

approved by Parliament;

(c) all payments from the votes or funds under drisher
control are properly authorised;

(d) any information required by the Accountant Gahand
the Director of Audit concerning his or her accaurg
promptly made available;

(e) departmental records are maintained in accoedavith
these Rules and any other accounting instructissiseid
by the Accountant General,

(H an efficient system of internal control withspect to all
financial transactions is maintained,;

(g) his or her financial and accounting records @euced
for audit on demand by the Director of Audit.

An accounting officer shall respond promptly daoy query
addressed to him or her by the Accountant Generélyahe
Director of Audit giving full particulars of the farmation
required.

Any such reply shall be furnished within 14 dagnd if a
complete reply cannot be given an interim reply lIskhe
supplied.
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(4) An accounting officer shall immediately bring the notice of
the Accountant General and the Permanent Secretary,
Personnel, any incompetence or repeated carelsssmeshe
part of a subordinate officer involved in the cotlen,
expenditure and accounting for, public funds.

DISAGREEMENT WITH MINISTER

(1) If, in the exercise of his or her responsil@itunder regulation
5, an accounting officer disagrees with the Minmisteder
whose portfolio his or her department falls upory amatter
affecting the financial administration of his orri&epartment,
he or she shall put his or her objections in wgitamd place on
record his or her disagreement with any decisiodemay the
Minister concerned.

(2) If the Minister concerned adheres to his or Hdecision, the
accounting officer shall accept it and act thereaty on the
written instructions of the Minister concerned, nmgk
reference to such decision if the need arises ifor dr her to
defend his or her action.

(3) Copies of his or her objections and the insitoncgiven by the
Minister concerned shall be forwarded by the actiagrofficer
to the Director of Finance and Planning, the Acd¢annh
General and the Director of Audit.

PUBLIC ACCOUNTS COMMITTEE

An accounting officer is answerable to Parliaménbagh the Public
Accounts Committee for the carrying out of his er hesponsibilities
under regulations 5.

CONTINUING RESPONSIBILITY OF ACCOUNTING OFFICER

(1) An accounting officer is not absolved from ha her
responsibility for complying or ensuring complianagh the
Act, these Regulations and any instructions giwehim or her,
or by him or her within the scope of his or hemp@ssibility, by
reason of the responsibility of the Accountant Geher the
Director of Audit in connection with the public aemts and
finances.
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10.

(2)

@)

An accounting officer shall not be relievednfraesponsibility
for any act which he or she is required to perfdiynthe Act,
these Regulations and any instructions given to dvirher, the
performance of which he or she has delegated toffcer
subordinate to him or her.

Where it is proved to the satisfaction of theebtor of Finance
and Planning an officer to whom an accounting effibas
delegated authority, for the doing of an act, haseeded the
authority delegated to him or her, then that offigkeall be held
jointly responsible with the accounting officer.

PART 3
ACCOUNTS

ACCOUNTING UNIT

(1)
(2)

There shall be an accounting unit in each Diepamt under the
overall supervision of the accounting officer.

The accounting officer shall ensure that propgangements
are made in the unit for the disposal of its work.

VOTE ACCOUNTING

(1)

(2)

®3)

Expenditure shall be classified in strict coiapte with the
approved Estimates.

An accounting officer shall maintain controlesvexpenditure
of his or her Department to ensure that the amouratgided in
the Estimates are not exceeded.

Under his or her obligation under this reguatian accounting
officer shall keep a departmental vote accountadpproved
form which shall clearly show at all times in respef each
service—

(@) the original amount approved by Parliamentheryear;
(b) supplementary amounts approved by Parliament;
(c) the amount, if any, reserved by the Minister;

(d) reallocations made by the Minister under sec8 of the
Act;
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(e) virements approved by the Director of Financel a
Planning under section 24 of the Act;

(H  credits to the vote;

(g) transfers to be added or deleted;

(h) charges or payments made against the vote;
() expenditure to date;

() actual balance on the vote;

(k) outstanding commitments;

()  uncommitted balance on the vote.

(4) Vote accounts shall be maintained in the follfgunanner—

(@) as soon as a voucher is authorised for payinshall be
entered in the vote account and the entry initiabg the
accounting officer or any officer authorised by hemher
to do so;

(b) the accounting officer or the officer authoddgy him or
her shall ensure that expenditure commitments speaet
of goods invoiced but not yet paid for, and all esth
commitments are noted in the commitments column of
the vote account;

(c) at the end of every month the vote accountlshal
reconciled item by item with the Accountant General
accounts;

(d) liabilities, including outstanding commitmeniscurred
but not paid during the financial year must be gkdrto
the appropriate vote account at the end of thenfirzd
year.

11. RECORDS RELATING WORK TO COST

(1) Where expenditure covers a variety of servioesprojects,
accounting officers shall maintain appropriate dgpantal
accounts to enable them to control the progressacoli service
or project.

(2) Separate accounts must be maintained for eaclhice or
project.
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12.

13.

14.

15.

16.

CHARGES INCURRED BY EXTERNAL AGENTS

Where any charge is incurred by an external ageaggency against
any loan or grant in respect of which an approjamahas been made,
it is the duty of the accounting officer to enstinat the charge is
brought to account against the appropriate vote.

SUFFICIENCY OF VOTES

Accounting officers shall ensure that at all tintles balance of votes
are sufficient to meet all commitments against ttode for the
remainder of the year.

REVIEW OF EXPENDITURE

Accounting officers shall undertake regular reviewfstheir vote
accounts and report any unfavourable trends to Divector of
Finance and Planning.

COMMITMENTS

(1) A commitment incurred before the end of a ficiahyear for
goods or services or any amounts due or owing uadentract
that remains unpaid at the end of the financialr y&ell be
recorded as a charge against the vote to whicklates and
credited to a deposit account.

(2) Subject to paragraph (3), payment may be mede & deposit
account for the purpose of settling a commitmeobrged as a
charge against the vote in accordance with paragiBp

(3) Any payment made in respect of a commitmeritithan excess
of the amount charged under paragraph (1) shall—

(@) be charged against the appropriate vote inyda in
which the payment is made; and

(b) be a reduction of the amount available for sipemunder
the vote.

USE OF VOTE BALANCES

(1) The unexpended portion of any vote shall noubed for the
purpose of setting up any reserve to meet futuyenpats and
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(2)

3)
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shall not be carried to a deposit or suspense atexeept with
the approval of the Director of Finance and Plagnin

Stores may not be drawn from unallocated storgsurchased
for use before they are required so as to utiledarires in the
vote account which would otherwise lapse at the ehdhe
financial year.

Expenditure properly chargeable to the accaira financial
year shall not be deferred or placed in suspenstéopurpose
of avoiding an excess in the vote account for finaincial year.

CHARGES INCURRED BY PROCUREMENT AGENTS

1)

(@)

An accounting officer shall be notified by thccountant
General of any charges incurred through procurenagents
against the votes under his or her control and sheahges shall
be duly recorded in his or her vote accounts.

A copy of the debit advice issued by the Acdaunh General
shall be returned to him or her endorsed by theowumng
officer that the charges have been entered in hiseo vote
account.

ADVANCE OR SUSPENSE ACCOUNTS

(1)

(2)

3)

The authority of the Director of Finance andariling is
required for opening any personal advance account.

The Accountant General may authorise tempoi@lyance
accounts incidental to the business of Governmérguch
account is cleared by the end of the financial year

Suspense accounts may be opened only whendlieince of a
charge is not known and in such cases prompt astiati be
taken to determine the incidence of the chargetang@move
the charge from the suspense account to the apgi®prote
account.

FORM OF ACCOUNTS

(1)

Accounts may be maintained in the form approwsdthe
Accountant General.
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20.

21.

(2) Without limiting the generality of paragraph),(the Accountant
General may give approval for accounts to be kept—

(@) in bound or loose-leaf registers;

(b) in photographic film;

(c) by any system of mechanical or electronic data
processing;

(d) by any other information storage device thatapable of

reproducing information required in intelligible iten
form within a reasonable period of time.

SECURITY OF ACCOUNTS
(1) The pages of all account books must be senmitpbered.

(2) Where mechanical or electronic devices are ueemhaintain
and store accounts the Accountant General in ctaignr with
the Director of Audit shall take such reasonabépstto ensure
that—

(@) adequate measures shall be taken to securactioeints
against unauthorised entry;

(b) the pages of all print-outs of the accountdldieserially
numbered and secured in a binder.

(3) Computer tapes, discs, diskettes or other nmechl or
electronic devices used for recording accounts cooanting
data, when not in use, shall be secured by theuatiog
officer.

(4) Computer tapes, discs, diskettes or other nmechl or
electronic devices used for recording accounts cooanting
data shall not be erased except on the authoritythef
accounting officer.

(5) Cards or loose leaves issued for use shallbeotemoved or
destroyed without the authority of the accountiffger.

ALTERNATION OF ACCOUNTS AND DOCUMENTS

Audited accounts and documents shall not be altentidout the
consent in writing of the Director of Audit.
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22. USE OF GREEN PENCIL AND INK
The use of green pencil and ink on account books racords is
reserved for audit purposes and is prohibitedltother officers.
23. INSPECTION OF ACCOUNTS

(1) The Accountant General shall, without givingtio®, cause
inspection of the accounts of Departments.

(2) The Director of Finance and Planning shallifermed of any
irregularity in connection with such accounts tinady have
been discovered.

PART 4
SUB-ACCOUNTANTS
24. SUB-ACCOUNTANT'S ACCOUNTS

(1) Every sub-accountant shall maintain recordsiag be required
by the Accountant General.

(2) Every sub-accountant shall balance his or remhcaccount
daily, and details of the cash on hand at the ctdseusiness
each day shall be shown in the cash register.

(3) A monthly reconciliation between the openingl @fosing cash
balances and the totals of receipts and paymerdaf bk
prepared by each sub-accountant and endorsed ircatie
register.

PART 5
PREPARATION OF ESTIMATES
25. REVENUE ESTIMATES

(1) Accounting officers shall in each year, befdhe deadline
stipulated by the Director of Finance and Plannsgymit to
him or her in the form as may be approved for theppse,
estimates of the sums of revenue to be collectedthiey
Departments in the following financial year togetheith
revised estimates of revenue collection in respétiie current
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26.

27.

28.

financial year and forecasts in respect of thenarfcial years
succeeding the following financial year.

(2) Accounting officers shall review the estimatd#srevenue for
the current financial year and the following fineaicyear on
the last working day of the month of March in eaeglar and
shall inform the Director of Finance and Plannirfgcbanges
that appear to be necessary.

EXPENDITURE ESTIMATES

Accounting officers shall in each year, by the deadstipulated by
the Director of Finance and Planning, submit to l@mher in the
form as may be approved for the purpose, estimatethe sums
required for recurrent and capital expenditure éarizurred by their
Departments during the following financial yearetwer with revised
estimates of expenditure in respect of the curfieaincial year and
forecasts in respect of the 2 financial years seaicg the following
financial year.

ECONOMY IN ESTIMATING

Accounting officers shall carefully scrutinise aéms of expenditure
to ensure—

(@) that services which are no longer essentia¢bmanated;

(b) that all necessary services are provided atasanable
cost;

(c) that new projects or programmes are analysedetail
giving—
(i) the financial requirements for the budget years

(i) an operation plan covering material and otin@uts
and personnel required; and

(d) that public funds are spent to the best adggnta

INCLUSION OF COMMITMENTS

Accounting officers shall ensure that—

(@) all Cabinet Conclusions which affect their msties are
adequately provided for;
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(b) all known commitments arising out of the impkamtation
of any project or programme are included in the
expenditure estimates.

29. NEW EXPENDITURE PROPOSALS

(1) Proposals for new staff positions, increasesalary (other than
normal increments) or new or expanded serviced siodlbe
included in the estimates of expenditure unlessr@pproval
has been obtained from the Minister.

(2) Recommendations in respect of subsection (Julgh be
submitted to the Director of Finance and Planniaglater than
June in each year unless otherwise directed.

(3) Each proposal should be submitted separatebyn \ai full
explanation together with relevant extracts fromy grior
correspondence or report.

30. INCLUSION DOES NOT IMPLY SANCTION

Authority for expenditure shall not be inferred rfrothe fact that
provision for such expenditure has been includedtha draft
estimates, and no such authority shall be takeexist until the
approval of Parliament has been obtained.

31. ESTIMATES TO BE ACCURATELY STATED

(1) Estimates shall be stated to the nearest $td)l be accurate
and shall be based on the latest current informaiimrevenue
and expenditure trends.

(2) Explanations must be given for any marked diffiee

between—
(@) the original and revised estimates for curremancial
year; and

(b) the revised estimates for the current finanger and the
estimates for the following financial year.

32. SUPPORTING STATEMENTS

Except where the Minister or any officer authoridgdhim or her
otherwise directs, accounting officers shall fomvavith the draft
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33.

34.

35.

estimates a statement in support of each item rsbpal emoluments
showing the names of officers, the dates on whcheiments (if any)
will accrue to them, the actual salary payable @oheofficer in the
current financial year and the salary provideddach officer in the
following financial year.

SEPARATION OF ESTIMATES

(1) Estimates of expenditure shall show separatiédyns of
recurrent and non-recurrent expenditure.

(2) Accounting officers shall clearly indicate iespect of each
item in the draft estimates which sums are to lg@piated by
Parliament and which sums are already charged upen
Consolidated Fund by the Constitution or provided dinder
any enactment, and in all cases reference shouhddgle to the
relevant section of the Constitution or the lawttss case may
be.

ESTIMATES OF STATUTORY BODIES

Where any law creating a statutory body or othenilar body

requires that its annual budget be approved by Bovent, that body
shall comply with any specific instructions whichaynbe given by
the Minister or any officer authorised by him or.he

PART 6
RESTRICTIONS ON EXPENDITURE

NUMBERING OF WARRANTS

(1) All warrants issued under Part 5 of the Act s classified
according to type and numbered serially in respmgceach
financial year.

(2) Copies of warrants issued should be distributed the
Accountant General, the Director of Audit and toe th
accounting officer concerned.
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36. RESERVED VOTE

(1) Where the Minister, in the exercise of his er powers under
section 27(2) of the Act, reserves any item of exitere he or
she shall indicate such reservation in the geneeatant or
provisional general warrant, as the case may bagd by him
or her or by letter under his or her hand addregsethe
accounting officer concerned.

(2) Where an accounting officer considers expenglitessential
under a vote for which he or she is responsiblewhith has
been reserved, he or she shall apply to the Mmite the
release of the whole or part of the amount reserved

(3) In any application under paragraph (2) the antiag officer
shall give full reasons why the release is necgsaad, in
particular, any reason why expenditure should eadéferred.

(4) A copy of the authority to incur expenditureden a reserved
vote shall be sent to the Accountant General, threcr of
Audit and the accounting officer concerned.

37. LIABILITY OF OFFICERS
An accounting officer and any officer duly authedsby him or her,
incurring expenditure in excess of amounts appabgdi or otherwise
approved by the Minister or the Director of Finamaeel Planning, as
the case may be, or incurring expenditure withaoper authority,
shall be liable either jointly or severally, und®&RT 10 of the Act.
PART 7
PAYMENT AND COLLECTION OF REVENUE
38. RESPONSIBILITY OF ACCOUNTING OFFICERS

(1) Accounting officers are responsible for therppt collection of
all revenue relating to their Departments.

(2) Itis the duty of accounting officers to ensthrat—

(@) persons indebted to Government are informeadhdiice
of all debts about to fall due or which become Hyehat
notice;
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40.

(b) such persons are reminded of debts which hacerbe
due—

() by regular request or demand for payment, or

(i) where the debt is in the nature of an annual o
periodic licence fee, by adequate notificationhe t
Saint Lucia Gazette and any newspaper circulating
in Saint Lucia or by notice on the radio or
television;

(c) prompt action is taken for the collection oé thebts in a
court of competent jurisdiction or by any other dkg
process;

(d) cases referred to court for prosecution arevelgt
pursued and that any court orders are executed,;

(e) any difficulty experienced in the collectionafy monies
due to the Government is reported to the Director o
Finance and Planning and the Accountant General.

(3) Accounting officers shall ensure that all clainm respect of
expenditure against externally financed projecis promtly
submitted for reimbursement and that reimbursemeusived
are correctly accounted for and brought into reeenu

LIABILITY OF COLLECTOR OF REVENUE

Where any debt due to Government becomes unreddeeaaad there
has been unreasonable delay by a responsible rofficenaking a
request or demand for payment or in institutingalegction for the
recovery of such debt, such officer is liable unskestion 45(2) of the
Act.

RESPONSIBILITY OF POLICE

(1) It is the duty of the police to ensure that pdirsons are in
possession of licences which they are required dw to
pOSsess.

(2) The Commissioner of Police shall issue remiader police
officers of the dates on which the various licefmes fall due
for payment.
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RECORD TO BE KEPT
A record should be kept in each Department of—

(@) the date of issue of all notices of debts altoutecome
due or which become due by such notice;

(b) the date of issue of all requests or demandpdgment
of debts which have become due;

(c) the date on which legal action was instituted the
recovery of overdue debts.

REPORTS OF ARREARS OF REVENUE

1)

(2)

3)

(4)

Accounting officers responsible for the collent of revenue
shall submit to the Accountant General annual nstarf arrears
of revenue and monthly reports of arrears of reeeegovered.

Returns and reports must be rendered in the sgproved by
the Accountant General and must reach him or helater than
one month after the end of each period indicatesuimsection

(3).
Annual returns shall be submitted in respecea¢h financial
year ending 31 March.

Annual returns or monthly reports shall be siited by each
accounting officer whether or not arrears have wsatror
recovery made as the case may be in his or hertdega.

PART 8
RECEIPT OF PUBLIC MONEY

RECEIPTS OF MONEY TO BE ACCOUNTED FOR

All receipts of public money shall be properly agoted for in such
books or records of account as may be prescribed.

RECEIPTS OF PUBLIC MONEY TO BE VOUCHED

All receipt entries in the accounts must be voucfeedn the form
approved by the Accountant General.
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47.

RECEIPTS TO BE ISSUED TO AND BY COLLECTORS OF
REVENUE

(1)

(2)

A collector of revenue other than a sub-accaninivho receives
any duties, taxes, licences, fees, levies, rentstloer public
monies, whether or not forming part of the revenaoéghe

Government of Saint Lucia shall pay the whole & &mounts
received daily either into a bank to the credit thfe

Consolidated Fund Services Account or to the Actanin
General or to a sub-accountant and shall obtagteipt for the
amounts paid in.

A collector of revenue shall issue an officiateipt for each
sum received by him or her except that, in the aafs¢éhe
Comptroller of Customs, a duly stamped, signedrandbered
copy of a customs entry shall serve as a receipt.

LODGEMENTS

A collector of revenue or a sub-accountant who dépanoney into a
bank shall obtain from the bank a deposit recespttiie amount of
the deposit in such form as the Accountant Gemaegl approve.

VERIFICATION OF RECEIPTS

(1)

(2)

®3)

All payments of money or submissions of depasieipts to the

Accountant General or to a sub-accountant shakupported

by—

(@) a paying-in slip quoting the serial numbershaf receipts
issued by the collector of revenue in respect tifeend

(b) the used receipt books from which the receiptse
issued; or

(c) a certified statement of a computer print-obbwing
details of all receipts issued.

The Accountant General or the sub-accountathe@sase may
be shall verify the serial numbers of the recegypearing on
the paying-in slip and enter the serial numberhef paying-in

slip on the Treasury Receipt issued by him or her.

Deposit receipts shall be submitted to the Actant General at
the earliest opportunity after the deposit was made
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RECEIPTS BY OTHER OFFICERS

Whenever an officer or a person other than the Actant General, a
sub-accountant or a collector of revenue receivddippmoney he or
she shall as soon as possible pay it to the Acantirteneral or a
sub-accountant or a collector of revenue and olataeceipt for it.

ALTERATIONS IN PAYING-IN SLIPS
Any alterations in paying-in slips must be initadlby the payer.

ALTERNATIONS IN RECEIPTS

(1) Revenue receipts shall be issued in serial murotder and they
shall not be altered in any way without the appravathe
Accountant General.

(2) Revenue receipt books shall not be cut or ddjdand where
electronic systems are in use, measures shallkee ta secure
the receipt-writing device.

(3) Alterations shall not be made in the amountsashas received
on receipts or licences.

CANCELLATION OF RECEIPTS

(1) When it becomes necessary to cancel a recdiptopies
bearing the same serial number shall be endorsadc&lled”
and signed by a responsible officer and securédclaed to the
relevant receipt book.

(2) Where electronic systems are in use, the ckticel of a
receipt should be done in accordance with procedap@roved
by the Accountant General.

LOST RECEIPT

(1) If an issued receipt is lost and a copy is iggolpfor, a certified
true copy on departmental stationery may be fugdsibut a
new receipt shall not be issued from a receipt lmodectronic
system.

(2) Inno case may a duplicate copy of a receipicence be issued
except with the approval of the Accountant General.
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PUBLIC NOTICE REGARDING RECEIPTS

Accounting officers shall display in each office avé money is
collected a notice stating that a printed officraceipt must be
obtained by every person paying money to the adconin
Government.

FACSIMILE SIGNATURE STAMPS PROHIBITED

Facsimile signature stamps shall not be used inirgigreceipts or
any other revenue documents.

MAINTENANCE OF CASH ACCOUNTS

All collectors of revenue shall be required to naiim a manual or
electronic cash account in a form approved by theofintant
General.

RECEIPTS RE CASH ACCOUNTS

Every revenue receipt issued for money receivedl beaentered in
serial order number in the cash account.

VERIFICATION OF CASH ACCOUNTS

Collectors of revenue shall submit their cash aotoat intervals not
exceeding one month to the Accountant General oratgub-
accountant for verification and certification ofyammounts paid in.

RESPONSIBILITY OF ACCOUNTING OFFICERS RE: CASH
ACCOUNT

The examination of a cash account by the Accoun@arteral or a
sub-accountant shall not in any way absolve an watong officer
from his or her responsibilities under regulation 5

RECEIPT FORMS

(1) All licences, permits, certificates, passageeecs and other
documents on which payments are received shafisoeed from
receipt forms capable of producing one or more idap
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copies or a counterfoil; and printed receipt foshall be bound

and pre-numbered serially.

(2) When a specially printed receipt has not besssgibed a
general revenue receipt shall be used.

(3) Despite paragraphs (1) and (2), the AccounGemeral may
approve the forms to be used in the receipt ofmege

(4) For the purposes of this regulation and reguiat 60 and 61
“general revenue receipt” includes all forms, lices, permits,
tickets, discs, electronic devices approved by Alseountant
General for use in the collection of revenue.

60. ISSUE OF RECEIPT FORMS

(1) General revenue receipt forms shall not beedsio persons
other than authorised collectors of revenue.

(2) The Accountant General shall order the printofggeneral
receipt forms and the manufacture of plates, dmcother
forms of articles used in acknowledgement of reiceap
revenue.

61. DIRECTOR OF AUDIT TO BE ADVISED OF ISSUES
The Director of Audit shall be advised of all issué general revenue
receipt forms made by the Government Printing @ffic

62. CUSTODY OF RECEIPT FORMS

(1) All revenue receipt forms of whatever descdptishall be
secured in the custody of the collector of reveouan officer
authorised by him or her.

(2) An officer to whom revenue receipt forms haeet issued for
use shall be responsible for them until they hasenlreturned
to the collector of revenue.

63. USED RECEIPT FORMS

Used receipt forms shall be retained by the calleof revenue until
they have been checked by an officer from the ADdpartment, and
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audited used forms shall be returned immediatelgr afudit to the
Accountant General.

OBSOLETE RECEIPT FORMS

Revenue receipt forms which are obsolete and ngelorequired for
use shall be listed and returned to the AccourtBerteral; a copy of
the list acknowledged by the Accountant Generall slearetained by
the collector of revenue.

RESPONSIBILITY FOR CHECKING RECEIPT FORMS

(1) Revenue receipt forms shall be carefully chdaie receipt and
the officer receiving such receipt forms shall ifgrto that
effect.

(2) Any error either in the numbering or in the gty supplied
shall be reported immediately to the Accountant ééanand
the Director of Audit.

TRANSFER OF RECEIPT FORMS

Revenue receipt forms shall not be transferred fooma officer to
another without the consent of the Accountant Ganerovided that
in the case of the handing over of responsibilifiesn one officer to
another a transfer may be made after the signing lodnding over
statement by the officer receiving the revenueiptderms and the
officer handing over.

STOCK REGISTER

(1) The Accountant General shall maintain a steghster showing
the receipt, issues and balances of each typevehue receipt
form.

(2) Every collector of revenue holding stocks ofemue receipt
forms shall maintain a stock register as approved the
Accountant General.

(3) Each bound book of revenue receipt forms rexkior issued
for use shall be entered on a separate line ammparate page
shall be reserved for each type of revenue reéaipt.
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68. HALF-YEARLY RETURNS OF RECEIPT FORMS

(1) Every collector of revenue having the custodyrevenue
receipt forms, shall render a return on the prbsdriform to the
Accountant General as at June 30 and DecembercBilyear,
showing every revenue receipt form or book of farias the
case may be, recorded in his or her stock regisiér a
notation to indicate—

(@) whether itis used, partly used or unused;

(b) whether audited or not audited;

(c) whether returned to the Accountant Generaltidrreld
in custody.

(2) Every return shall be checked by the Accountaaheral and
any discrepancy shall be promptly investigated emebrted to
the Director of Audit.

PART 9
PAYMENTS
69. AUTHORITY FOR PAYMENT
Payment shall not be made out of the Consolidatet except with
the express authority of the Minister which auttyoshall be given
by the Minister under his or her hand by the issuiany one of the
following—
(@) provisional general warrant;
(b) general warrant;
(c) advance warrant; or
(d) imprest warrant.
70. UNAUTHORISED PAYMENT

(1)

(@)

Any officer making, allowing or directing anynauthorised
payment to be made shall be held personally redplerfer the
amount of the payment and any officer whose dutsegiire
him or her to prepare, submit or check any suchmesy shall
be similarly responsible for the amount of suchrpest.

In the event of any unauthorised payment beimgde in
consequence of an incorrect certificate on a vaudrean
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invoice, the certifying officer shall be held resgtble and may
be liable to surcharge.

71. PAYMENT INSTRUMENT

(1) Every payment made shall be on the authoritgrodccounting
officer or any other officer duly authorised by hanher.

(2) In executing payment, any one of the followimgtruments
may be used—

(@) apayment voucher in the form prescribed;

(b) a procurement invoice specifically designed apgroved
by the Accountant General for use as a payment
instrument;

(c) a machine-readable instruction that is eitmangmitted
electronically by a data communication network ser i
recorded on magnetic tape, disk, diskette or other
electronic device, accepted for use by the Accaounta
General.

(3) The Accountant General shall consult with thgeCtor of
Audit on the security of payment instruments addbte use.

(4) Every payment instrument shall be in favourtlod person to
whom payment is due.

(5) Where the payment instrument is a cheque itl d& in
accordance with regulations 117 to 120.

72. RESPONSIBILITY WHEN SIGNING

An Accounting officer or an officer duly authorisé&y him or her
who signs or authorises a payment instrument estib the accuracy
of every detail set out in the instrument and ispomsible for
ensuring—
(a) that the service specified has been satisiactielivered;
(b) that the prices charged are either accordingptaract or

approved scales or fair and reasonable according to
current local rates;

(c) that proper authority has been obtained for the
expenditure in respect of which payment is made;
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(d) that computation and costings have been vdrdied are
arithmetically correct;

(e) that the person named in the instrument istledtito
receive payment; and

(H that stores purchased have been correctlyvedeand put
to use or taken on charge.

73. ALTERNATIONS IN PAYING-IN SLIPS
All payment instruments shall—

(@) contain full particulars of each service such dates,
numbers, quantities, distances and rates so asdoles
them to be checked without reference to any other
document;

(b) be supported by claims, invoices or other rahtv
documents;

(c) quote the appropriate authority for expenditube
payment;

(d) quote the head, sub-head and item number of the
Estimates or the appropriate expenditure codeerctse
of non-appropriated items;

(e) contain the required certificates and endorsgesnand

() contain the amount of the payment in figures time
appropriate column and in words in the appropriate
spaces.

74. PAYMENT INSTRUMENT TO BE CERTIFIED

1)
@)
3)

Every payment instrument shall be certifieddvyofficer duly
authorised to do so.

The power to delegate authority to sign or ifepayment
instruments rests with the accounting officer.

The accounting officer shall obtain specimegnatures of all
officers to whom he or she has delegated authtwitgign or
certify payment instruments, one copy of which dticae sent
to each of the Accountant General and Director aflifand
another copy to be retained by him or her.
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(4) A payment certificate shall be in such formttitacannot be
imitated, duplicated or emulated by a person othan the
person authorised to certify such payment and amgh s
certificate shall be such that—

(@) it clearly identifies the person certifying byzayment;

(b) it involves the use of information which is penally
generated at the time of the certification by tleespn
authorised to certify and does not originate frostaed
location as part of an automated process; and

(c) it can be authenticated by the Accountant Gariafore
the payment of settlement is made, and can be ealdit
after the payment or settlement is made.

75. CERTIFYING OFFICERS TO EXERCISE CARE

Every certifying officer shall exercise the greatesre to ensure that
certificates they sign are true and correct.

76. PAYMENT INSTRUMENTS TO BE WRITTEN AND SIGNED IN INK

(1) Except as provided in regulation 71(2)(c), papminstruments
shall be written or printed and signed in ink.

(2) Except as authorised in regulation 118 stamfazsimile
signatures should not be used.

77. ORIGINAL INSTRUMENT BE SIGNED

The original copy of each payment instrument massigned by the
certifying officer and the authorising officer, alther copies shall be
initialled by the certifying officer and clearly mk@d “copy not for
payment”.

78. PAYMENT INSTRUMENT TO BE PRE-AUDITED

The Accountant General or any officer authorisedhioy or her
before passing any payment instrument for paynséat] ensure—

(@) that the head, sub-head and item of expenddiaeged
with the payment is correctly charged accordinghe
Estimates for the current financial year;

(b) that the authority for the payment is correstigted,;
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that the person signing as accounting offiseprioperly
authorised to do so;

that the appropriate certificate has been lagdcto the
payment instrument;

that the amount to be paid is correctly statedords and
figures;

that the payment represents a fair charge ag&inds;
that all alterations on the face of the paymastrument

or any particulars related thereto are correcilyailted by
the authorised officer,;

that all deductions due to be made from sugimest are
duly and correctly made.

PAYMENT TO PERSONS NAMED IN INSTRUMENT AND

OTHERS

(1) Payments shall be made only to persons nhamé#teipayment
instrument or their representatives.

(2) When payment is to be made to a representafitbe person
named in the payment instrument, the appropriatieoaity for
the payment must be presented to the Accountaner@erbut
such authority shall include powers of attorneyttels of
administration and other written warranty of auttyoor order.

(3) A copy of the authority presented shall be insgtd by the
Accountant General or a suitable notation shallniede in
respect thereof on the payment instrument.

LOST PAYMENT INSTRUMENTS

(1) If an original payment instrument is lost, ampayment
instrument prepared in substitution therefor slwalhtain an
endorsement that the original has been lost.

(2) The loss of an original payment instrument Isbalnoted in the
relevant section of the vote account register.

(3) A payee when presenting for payment a paymestrument
which has been prepared in substitution for a lmsginal
payment instrument shall sign an indemnity to rdfaine full
amount paid to him or her in the event of doublgnpent.
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PAYMENTS TO BE MADE WITHIN THE FINANCIAL YEAR

(1)

(2)

An accounting officer shall ensure that paymientespect of
any charge incurred during the financial year isdenduring
that financial year.

Subject to regulation 15 and except with therapal of the
Director of Finance and Planning, no payment irpees of a
charge incurred during a financial year shall bedena any
subsequent period.

DEPARTMENTAL WARRANT

(1)

(2)

(3)

Where it becomes necessary for work to be dobyeone
department on behalf of another, the accountingeffof the
department on whose behalf the work is to be domy m
authorise the accounting officer of the departmentertaking
the work, by means of a departmental warrant, tourin
expenditure against a vote under his or her cantrol

An accounting officer to whom such authoritygsen shall
maintain an account of all expenditures incurredirzgj the
vote stated in the warrant and shall submit montafports in
respect thereof to the accounting officer from whauathority
was received.

An accounting officer to whom a warrant is isdushall be
personally responsible for all expenditure incunreexcess of
the amount stated in the warrant.

PART 10
SALARIES, WAGES AND ALLOWANCES

RECORDS TO BE KEPT

Accounting officers shall keep records of all offis paid from
personal emoluments votes as will enable them terhne at all
times in respect of each officer—

(@) the rate of salary and any allowance payable;

(b) the authorised deductions to be made from eé#fater’s
salary;

(c) the dates on which increments become due;
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(d) the leave due and taken;

(e) any other matter affecting the personal emohime
payable;

(H the establishment position held and the statmnvhich
he or she is posted.

AUTHORITY FOR PAYMENT OF SALARIES

No salaries, wages or allowances shall be paidespact of new
appointments, acting appointments or changes irceofor rates
except with the written authority of the person authority
empowered by law to make such appointment or clsange

UNPAID SALARIES AND WAGES

Accounting officers shall ensure that unpaid sekand wages are
properly accounted for and secured and that subgegulation 15

procedures that apply to the regular payment dries and wages
are applied to the payment of such unpaid salanesvages.

SALARIES AND WAGES UNPAID FOR MORE THEN 3 MONTH S

(1) Any salaries and wages unpaid for more tharo8ths shall be
paid to the Accountant General and credited to abeount
“Deposits: Unpaid Salaries, Wages and Allowances”.

(2) When the payee concerned makes a claim, theuating
officer shall prepare a payment instrument chargedthe
account “Deposits: Unpaid Salaries, Wages and Adluses” to
be sent to the Accountant General for payment.

DAILY PAID WORKERS

(1) Officers employing daily paid workers are reedi to keep
records of the days or hours worked by each wof@erthe
purpose of determining the amount of wages to big, pa
gratuities, leave entitlements and similar benefitee to the
worker.

(2) The records referred to in paragraph (1) shalprepared daily
on the spot where the work is being done and &igabipen for
inspection by any authorised officer.
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(3) The accounting officer shall arrange that suebords are
checked before payment is made by officers assigmesiich
duties in his or her Department.

OVERTIME

Whenever overtime is to be paid, the time recordall sclearly
distinguish between ordinary time and overtime.

COMPUTATION OF SALARIES

(1) Where salaries and allowances are paid by mpoirtstalments
of Y1, of the annual rates, such payments shall be final
settlements for the periods to which they relate.

(2) The computation for a broken period of a masttall be made
with reference to the number of days in each month.

(3) Where salaries and allowances are paid by grhstalments
of Y/, of the annual rate the computation for a brokerioge
shall be made with reference to the number of daysach
quarter.

CERTIFICATES OF SALARIES

(1) Payment instruments in respect of claims feinteursement or
allowances shall be certified by the claiming adfic

(2) The following certificates shall be used asrappate—
(@) for ordinary claims—
“Certified Correct”;
(b) for transport allowance—

“I certify that vehicle no. .. has been maintained
running order during the period for which allowanse
claimed”;

(c) for subsistence allowance—

“I hereby certify that ..... was travelling on dudy the
days specified and | am satisfied that the amolanhed
in respect of such travel is fair and reasonable”;

(d) for claims where supporting receipts or invei@e not
obtainable—
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“I certify that the charges have been incurredigalpon
the public business, receipts/invoices being
unobtainable.”

91. DELAYED CLAIMS

Any negligence or delay on the part of officerspmesenting claims
for reimbursement may result in the claims beinglkp or partially
disallowed by the Accountant General.

PART 11
PENSIONS

92. RECORDS OF RETIRING BENEFITS

The Accountant General shall maintain a record lbfapproved
retiring benefits showing in respect of each rdtirefficer the
following—

(@)

(b)
(©)
(d)
(€)
(f)
(9)
(h)

the name of the officer and the office heldtlom date of
his or her retirement;

the date of birth and date of retirement;
the cause of retirement;

the date from which pension is payable;
the amount of gratuity;

the rate of pension;

the file reference number; and

the address of the pensioner.

93. NOTICE OF RETIREMENT

(1) Accounting officers shall submit to the Directid Finance and
Planning not later than 4 months before the endeath
financial year the names and pensionable emolumantsl
officers in their department who will be retiringp the public
service during the following financial year.

(2) An officer shall not later than 6 months befdhe end of a
financial year give notice to the accounting offige his or her
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department of his or her intention to retire frohe tservice
during the following financial year.

DEFERRED PAYMENTS OF RETIRING BENEFITS

Any failure on the part of an officer to give thequired amount of
notice of his or her intention to retire from thabfic service may
result in the deferment of the payment of any ireibenefits due to
him or her in respect of his or her service withv@oment for not
more than one year after such payment is due.

PART 12
RECOVERY OF OVERPAYMENTS

UNAUTHORISED OR INCORRECT PAYMENT

When an unauthorised payment or overpayment isodesed the
person overpaid shall be informed and the unawgldror incorrect
payment shall be stopped immediately.

STEPS TO RECOVER UNAUTHORISED PAYMENT OR
OVERPAYMENT

(1) If the unauthorised payment or overpayment dlesady been
made, the accounting officer shall—

(a) take steps to determine liability if any, ofetliperson
responsible for the unauthorised payment or ovengay;,

(b) report the circumstances to the Director ofaRce and
Planning and copy such report to the AccountanteGan
and the Director of Audit;

(c) take steps to recover the unauthorised payroerte
amount overpaid.

(2) In the event of an unauthorised payment or magnent the
accounting officer may, with the written consentloé Director
of Finance and Planning, accept proposals for&payment by
instalments of any unauthorised payment or overgaynon
such terms and conditions as the Director detersnine

(3) In fixing repayment terms the Director of Ficarand Planning
shall take cognisance of any voluntary paymentseradthe
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person to whom an unauthorised payment or overpatymas
made.

CREDITING RECOVERED

(1) Receipts on account of unauthorised payments@mpayments
recovered in respect of expenditure incurred inravipus
financial year shall be credited to an appropniatenue head.

(2) Unauthorised payments or overpayments recoveragegspect
of expenditure incurred within the same financiaaryin which
the unauthorised payment or overpayment was maalé (sh
credited to the expenditure vote to which the unatsed
payment or overpayment was charged.

PART 13
DEPOSITS

DEPOSIT ACCOUNTS

Where monies, not being part of general revenuelemelopment
programme funds, are received for a specific plgpssch monies
shall be credited to a deposit account approvedhbyAccountant
General.

PAYMENTS FROM DEPOSIT ACCOUNTS

Payments from a deposit account shall be authoriggdthe
accounting officer responsible for the operatiorthef account or by
such other officer designated by him or her.

ACCOUNTS NOT TO BE EXCEEDED

Accounting officers shall ensure that payments mide deposit
accounts are not in excess of the unspent balari¢ke accounts.

SUSPENSE ACCOUNTS

(1) If at any time monies are received which aré identifiable
with any service or purpose, such monies may baitexkto a
suspense account.
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102.

103.

104.

(2) The Accountant General shall investigate theirs® and
purpose of the receipt and shall, as soon as pedsibreatfter,
transfer the amount received to the appropriatd béeaevenue.

(3) Any balance held in a suspense account shaitdmsferred to
general revenue at the end of each financial year.

PART 14
EXPENDITURE FROM LOANS

EXPENDITURE FROM LOANS PROHIBITED

(1) Expenditure shall not be incurred against fuddsving from
loans unless such loans have been authorised bgrRant.

(2) The Accountant General shall ensure that ajits made
against loan funds are accounted for in the apm@tgpioan
accounts and that all payments made are kept witlénloan
amount authorised.

PART 15
ADVANCES

ADVANCES TO OFFICERS

Advances may be made to public officers on sucimgerand
conditions as may be determined by the DirectofFiolance and
Planning.

ADVANCES TO NON-PUBLIC OFFICERS

(1) Advances shall not be made to persons othem thablic
officers except for a public purpose approved leyNhnister.

(2) Where the Minister approves an advance to arggm other
than a public officer the terms on which such adeais to be
given shall be explicitly stated.
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105. RECOVERY OF ADVANCES

(1) An advance shall be repaid within the time améccordance
with the terms and conditions stipulated.

(2) In any case in which an advance is not repdillinvthe time or
in accordance with the terms and conditions stipdlathe
Accountant General shall take measures for theveegmf the
amount due as he or she thinks appropriate.

(3) Except as may otherwise be directed by thedvreof Finance
and Planning, the outstanding balance of any advasc
recoverable in full from any emoluments, pensiongatuity
payable to any officer who leaves the public servio transfer,
retirement, resignation, termination of appointmegismissal
or for any other cause.

PART 16
IMPRESTS
106. PURPOSE OF IMPRESTS

(1) Imprests shall be made only for the specifigppge for which
they were issued.

(2) The Accountant General shall issue such imprastmay be
authorised by warrant under the hand of the Ministe

107. PAYMENTS FROM IMPRESTS

Imprests shall not be used except where immediatenpnts are

required to be made which for purposes of efficerand the

exigencies of the service cannot be made by thenission of
payment vouchers to the Accountant General.
108. ACCOUNTING FOR IMPRESTS

(1) The Accountant General shall maintain an actdan every
imprest issued to an accounting officer.

(2) Every accounting officer in receipt of an imgirehall keep an
account of every payment made from that imprest.
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109.

110.

111.

112.

113.

IMPREST CASH ACCOUNT

Every accounting officer in receipt of an imprebal keep a cash
account in which shall be recorded every sum receon the issue of
that imprest and every payment made out of the sensved.

REIMBURSEMENTS OF IMPREST PAYMENTS

An accounting officer may obtain reimbursementgayments made
out of an imprest by submitting to the Accountamn€ral or a sub-
accountant receipted claims and payment instrumentespect of
such payments together with a signed journal vaudhl completed
to debit the expenditure head to which the paynsenbarged and to
credit the imprest account.

RETIREMENT OF IMPREST

(1) Imprests shall be retired by the date indicatethe warrant or
before the end of the financial year whicheveheséarlier.

(2) Imprests shall be accounted for in full by ttee stipulated in
the warrant and any unexpended balance at the afasech
accounting shall be paid to the Accountant General.

DURATION OF RESPONSIBILITY IMPREST

An accounting officer to whom an imprest is issusall not be

relieved of responsibility for such imprest untill gpayment

instruments for and claims paid from the imprestehlaeen examined
by the Accountant General and found correct.

PART 17
BANK ACCOUNTS

OPENING OF BANK ACCOUNTS

(1) Bank accounts shall not be opened or operateep¢ with the
approval of the Accountant General.

(2) The Accountant General shall issue instructiass may be
necessary for the opening and operation of bantusnts.
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(3) The authority to operate a bank account stetyfanted only to

an accounting officer.
114. OVERDRAFTS PROHIBITED

An accounting officer shall not overdraw a bankcaot operated by

him or her.

115. CASH REGISTER TO BE MAINTAINED

(1) An accounting officer shall ensure that a casbister is
properly maintained for each bank account operhtedim or
her.

(2) Any sums paid into or out of the bank accourdlisbe brought
to account in the cash register immediately.

116. RECONCILIATION ACCOUNTS

(1) The balance of the bank account as shown ibadh& statement
shall be verified with the balance shown in thehceegister at
least monthly.

(2) A reconciliation statement shall be preparedespect of each
such verification by the accounting officer autsed to operate
the account and copied to the Accountant General.

PART 18
CHEQUES
117. CHEQUES TO BE SIGNED

(1) Cheques drawn on bank accounts approved by¢beuntant
General shall be signed and countersigned by sactops as
the Accountant General determines.

(2) The counterfoil or machine copy of each cheghall be
initialled by each signing officer.
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118.

119.

120.

121.

COMPUTERISED CHEQUES

(1) Cheques may be issued by the use of mechamicakctronic
equipment.

(2) Adequate security measures shall be takendwigeentry to
mechanical or electronic cheque-writing device terspns
specifically authorised by the Accountant General.

(3) The Accountant General may authorise the sgyoincheques
by the use of mechanical or electronic equipmempiabke of
reproducing facsimiles of signature or signaturiethe persons
duly authorised by him or her to sign cheques.

CHEQUE BOOKS TO BE SECURED

(1) Cheque books issued for use of an officer df@becured when
not in use.

(2) The counterfoil of used cheques shall be secdoe audit
checking and verification.

SPOILT CHEQUES

(1) Spoilt cheques shall be retained and clippedh& matching
counterfoll.

(2) Each spoilt cheque shall be marked or stamppeoks its face
“Cancelled” and initialled by a designated officer.

CHEQUES MAY BE ACCEPTED IN PAYMENT

(1) Cheques drawn on a bank in Saint Lucia or bahldheques
may be accepted in payment of revenue or for angratervice.

(2) Where payment of revenue is to be made by ahethe
Accountant General shall be named as payee.

(3) Accounting officers and collectors of revenimralsensure that
reasonable steps are taken to establish the waladitsuch
cheques and the good standing of the account agelmsh the
cheques are drawn.
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CHEQUES TO BE LODGED

Cheques received by accounting officers and caliecof revenue
shall be lodged to the appropriate bank accountwih the
Accountant General immediately.

DISHONOURED CHEQUES

In the event that a cheque accepted in paymergveinue or for any
other service is dishonoured upon presentationatkceunting officer
or collector of revenue accepting such cheque $lgatesponsible for
taking appropriate action to recover the payment.

CHEQUES NOT TO BE ENCASHED

In no circumstances should a collector or recedfeevenue convert
into cash cheques received by him or her or chepgresented to him
or her by any person whether or not that persam igfficer.

PART 19
DIRECT DEPOSIT

DIRECT DEPOSIT

(1) The Accountant General may authorise directodep to be
made in a bank or other financial institution te #iccount of a
person to whom a payment is due—

(@) where payments are of a continuous or recurraigre;

(b) in compliance with the conditions of a contramt
agreement;

(c) on the specific written instruction of the paye

(2) A person to whom a direct payment is made spaasible for
any inaccuracies in the information submitted bgn lor her
with respect to the bank or financial institutiantiee account to
which the payment is made.
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126. FORM OF DEPOSIT

(1)

(2)

Every direct deposit shall be made on electromédia and the
instrument of deposit shall be in the approved famd contain
the information as required by the Accountant Galner

The Accountant General shall ensure the segcuand safe-
keeping of media containing direct deposit insinmd or
transactions while in his or her custody and witliey are in
transit to the bank or other financial institutioto which the
deposit is to be made.

127. AUTHENTICATION OF DIRECT DEPOSIT

(1)

(2)

All

media containing direct deposit instructson or

transactions—

(@)

(b)

shall contain internal labels or records intligg in
respect of each file of instructions or transadien

(i) the originator of the file,

(i) the date that the file was created,

(i) the creation sequence number of the file,
(iv) the number of debit transactions,

(v) the total value of debit transactions,

(vi) the number of credit transactions,

(vii) the total value of credit transactions,

(viii) the bank or financial institution to whiclné media
is to be delivered for processing;

shall, when delivered to the bank or finananatitution
for processing, be accompanied by a transmittalichent
signed by an officer authorised to do so by theoiotant
General.

The Accountant General shall notify a bank ararcial

institution in which a direct deposit is to be madehe names
and specimen signatures of the officers authotigelsim or her
to sign transmittal documents.
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128. TERMINATION OF DIRECT DEPOSIT

1)

(2)

An accounting officer shall be responsible fatifying the
Accountant General that a direct deposit shouldse&an the
event that—

(@) the service in respect of which payment is méle
terminated;

(b) any instruction from the payee in respect @& threct
deposit has been withdrawn;

(c) a contract under which the direct deposit islenaomes
to an end;

(d) the payee dies or is otherwise ineligible fayment.
Despite paragraph (1), the Accountant Genegal at any time
suspend or revoke direct deposits instructionseifoh she has

reason to believe that there has been improprietylweach of
security.

PART 20

CUSTODY OF CASH, STAMPS, RECEIPT BOOKS SECURITIES,

KEYS, ETC

129. SECURITY OF CASH

130.

1)
(@)

Any cash held in excess of daily requiremehtdide lodged in
a commercial bank.

Where banking facilities are not available, aash held in
excess of daily requirements shall be securedstrang room
or safe.

SECURITY OF STAMPS, SECURITIES, RECEIPT FORMS, ETC

Supplies of stamps, receipt forms, cheque booksaaydsecurities
and other financial instruments received on beb&lfSovernment
shall be secured in a strong room or safe and sloalbe removed
except on requisition by an authorised officer.
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131.

132.

133.

134.

135.

CONTROL OF SECURITIES

Securities given into the hand of any officer slaallsoon as possible
be deposited with the Accountant General and theoéatant
General shall give an acquittance therefore antl sd@rd them in a
register kept for that purpose.

SECURING OF SECURITIES

Bonds, sureties and agreements shall be securggtiong room or
safe and shall be recorded in a register kepthfatrgurpose.

PROVISION OF STRONG ROOM AND SAFES

(1) Accounting officers and receivers of revenuallsbnsure that a
strong room, safe or other suitable receptacleraviged for
securing cash, stamps, receipt books, securities @her
financial instruments in their possession or inplbesession of
officers in their Departments.

(2) Strong rooms and safes shall be secured byndbication lock
or by 2 or more different locks.

(3) Moveable safes shall be further secured byclathent to the
structure of the building in which they are kept.

(4) Strong rooms shall be examined to ensure Hegt are secured
against entry or damage.

INVENTORY OF SAFES AND STRONG ROOMS

Accounting officers shall keep proper inventoryarets of all safes
and strong rooms in use in their Departments.

CUSTODY OF KEYS

(1) The keys to strong rooms and safes shall heets$o officers
on the permanent establishment and where ther2 aranore
locks the key to each lock shall be kept by a dzffe officer.

(2) Keys to safes and strong rooms shall be issbgdthe
accounting officer or receiver of revenue.
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(3) Officers to whom keys to strong rooms have bissned are
personally responsible for the safe custody thewsud are
jointly responsible for the contents of the streagm or safe.

(4) Where a strong room or safe is not open foralséhe locks
thereof shall be secured.

LOSS OF KEYS

(1) Where the keys of any strong room or safe @stthe keeper of
such keys shall—

(@) report such loss to the accounting officer exeiver of
revenue with a detailed explanation of the circaamsgs
surrounding such loss;

(b) inform the other joint keepers of keys;

(c) seal the door to the strong room or safe and tie time
of such sealing.

(2) A duplicate key shall not be used except fer bmoval of the
contents of the strong room or safe in the presesfcthe
accounting officer or any other officer authoridggadhim or her.

(3) The strong room or safe shall not thereafteubed until the
locks have been replaced or altered and new keys haen
iIssued.

(4) An officer responsible for losing a key to eosg room or safe
may be required to meet the cost of replacing tariay the
lock and of providing new keys.

REPAIRS TO SAFES AND STRONG ROOMS

Repairs and alterations to safes, strong rooms lacks and the
replacement of keys shall be effected only on théarity of the
accounting officer.

PRIVATE MONEY AND EFFECTS

(1) Private monies and effects shall not be kegtriy strong room
or safe provided for the security of public moneyamps,
securities and other financial instruments.
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(2) Where private money is found in any strong roomsafe
provided for Government use, it is liable to be fesmated and
deposited to general revenue.

PART 21
HANDING OVER OF CASH, STAMPS, RECEIPT FORMS,
CHEQUE BOOKS AND KEYS

139. HANDING OVER STATEMENT

(1) Whenever cash, stamps, securities and otheandial
instruments, receipt books, cheque books and atiogun
records are handed over from one officer to anpthéranding
over statement shall be prepared and submitted h® t
Accountant General.

(2) Every handing over statement shall be endorbgdthe
accounting officer concerned.

140. ITEMS HANDED OVER TO BE CHECKED

(1) Every item to be handed over shall be checkeitheé presence
of the officer handing over and the officer takinger and,
recorded in detail in the handing over statement.

(2) The handing over of keys of strong rooms, safekcash boxes
shall be recorded on the handing over statement.

(3) Copies of all orders, circular, books, reguas and
instructions issued to the officer handing overlisha handed
over to the officer taking over.

(4) Cash registers, stamp registers and other atiogurecords
shall be balanced as at the date of the handinganck signed
by both officers.

141. ABSENCE OF OFFICER HANDING OVER

(1) In the event of an officer handing over beingable to attend
due to illness or any other cause, the accountffigeo shall
appoint a board of 2 officers to check the stockscash,
stamps, securities and other financial instrumemegeipt



84

Cap.15.01 Financial Regulations Laws of Saint Lucia

142,

143.

144,

(2)

Revision Date: 31 Dec 2006

forms, cheque books and any other items to be ldanger,
with the appropriate cash registers.

Copies of the board’s report and handing ovatement shall
be submitted to the Accountant General.

PART 22

BOARDS OF SURVEY OF CASH AND STAMPS

APPOINTMENT OF BOARDS OF SURVEY

(1)

@)

The Director of Finance and Planning shall appboards of
survey to carry out surveys of cash and stampsdrctistody of
Accounting officers or receivers of revenue.

The appointment of a board to carry out suepssrveys shall
be confidential.

CONSTITUTION OF BOARDS OF SURVEY

(1)
(2)

3)

A board shall consist of not less than 2 ofigceone of whom
shall be designated chairperson.

Any officer appointed to a board shall repantmediately to the
appointing officer if he or she is unable to serve.

The chairperson of a board shall arrange whbk bther
members the time of sitting for the conduct of bess.

DUTIES OF BOARDS OF SURVEY
A board appointed to carry out surveys of cashsaaohps shall—

(@) count the cash and stamps on hand, includmgahtents
of all strong rooms, safes and cash boxes;

(b) reconcile balances of cash and stamps couniédtie
balances shown in the cash register and bank statem
and the stamp register;

(c) report the findings and any discrepancies & Dlirector
of Finance and Planning.
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145. CONDUCT OF BOARD OF SURVEY

(1) A board of survey shall sit after the closéuo$iness on the last
business day of each year or before the commendeaien
business on the first day of the new year, to ctltstock of
cash and stamps held by the Accountant General, the
Postmaster General and sub-accountants.

(2) Boards of survey shall sit at least once eagdr yn the main
stock of postage stamps held by the Accountant akaed the
Postmaster General to determine obsolescence andake
recommendations for the destruction of obsoletagsa

146. ATTENDANCE OF ACCOUNTING OFFICERS

An accounting officer or an officer designated oy lor her shall be
present while a survey is being held on cash ongsain his or her
charge.

147. SUSPENSION OF BUSINESS DURING SURVEY

A cash transaction shall not take place betweercltise of business
at the end of the year and the completion of theeguexcept with
the approval of the chairperson of the board ofesyr

148. PROCEDURE WHEN SURVEY EXCEEDS A DAY

Where the verification of stock of cash and stamyp®ends beyond
the day appointed for the survey, the strong rooreafe containing
the verified portion of the stock shall be sealgdh®e members of the
board at the end of each day while the survey naas.

The seal shall not be broken except in the presehttee members of
the board.

149. REPORT OF THE BOARD OF SURVEY

(1) The report of the board shall be completedriplitate signed
by each member.

(2) The report shall contain the date and hour bk t
commencement and completion of the survey.
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(3) The original copy of the report shall be subedtto the
Director of Finance and Planning and one copy el be
sent to the Accountant General and the Directauafit.

150. REPORT ON SUBSTANTIAL SHORTAGES

A board which discovers any substantial shortageash or stamps
shall report the shortage at once to such senfmeofas may appear
to be the proper person to take immediate action.

PART 23
SHORTAGE OR LOSS OF MONEY, STAMPS, SECURITIES AND
OTHER FINANCIAL INSTRUMENTS

151. SHORTAGE AND LOSS TO BE REPORTED IMMEDIATELY

(1) An officer who discovers any shortage in orslag public
monies shall make an immediate report to the adomyn
officer or receiver of revenue.

(2) The accounting officer or receiver of revenoewhom such
report is made shall immediately submit a repoth®Director
of Finance and Planning, the Accountant Generalthm
Director of Audit, as the case requires.

(3) An accounting officer or receiver of revenualsinot withhold
a report from the Director of Finance and Plannitige
Accountant General or the Director of Audit in aogse in
which theft, fraud or misuse of public funds is tmo or
suspected although restitution may have been nmaeshall a
report be deferred to enable restitution to be made

(4) The accounting officer or receiver of revenbalk if he or she
has reasonable grounds for suspecting theft or aimmgr
irregularity, report the loss immediately to thdipe.

152. LOSS OR IRREGULARITY DISCOVERED BY AUDIT

(1) If a loss, shortage or irregularity is discaeby the audit, the
Director of Audit shall inform the accounting oficor receiver
of revenue concerned.
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(2)

The Director of Audit and the accounting office receiver of
revenue, as the case may be, shall submit indeperefgorts to
the Director of Finance and Planning and the Actanin
General.

153. INVESTIGATION AND RECOMMENDATIONS

(1)

(2)

An accounting officer or receiver of revenualslinvestigate
every shortage in or loss of money, stamps, séesigind other
financial instruments discovered by or reportechitm or her

and shall submit a report of such investigatioth@Director of
Finance and Planning as soon as possible after such
investigation has been completed.

A report required under paragraph (1) shalude—

(@ the name of the Department, office or place rettbe
shortage or loss occurred;

(b) the date on which the shortage or loss occuaratl the
date on which it was discovered;

(c) where there has been a delay in discoveringas® the
reasons for the delay;

(d) details of the amounts of cash, stamps, séesirir other
financial instruments short or lost;

(e) any amount of the shortage or loss recovered,;

(H the name and designation of the officer resfmador the
shortage or loss;

(g) a statement as to whether the shortage omiassdue to
negligence on the part of any officer;

(h) an assessment of the arrangements made foritgecu
accounting and periodical checking;

(i) details of the last check made including theneaof the
officer by whom such check was made;

() a statement on any grounds for suspicion aidrar any
other irregularity;

(k) the result of any police investigation;

(D recommendations for improved security or acdmg
arrangements; and

(m) recommendations for any action to be takenragahe
officer responsible for the shortage or loss.
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154. ACCOUNTING FOR SHORTAGES AND LOSSES

(1) As soon as a shortage or loss has been cdrthie the
accounting officer or the receiver of revenue, puoraction
shall be taken to account for such shortage or loss

(2) The amount of the shortage or loss shall beowaded for
against an advance account in the name of the eoffic
considered to be responsible for such shortagesst |

Property Accidental Loss due to neglect or fault

Cash Dr. Expenditure Dr. Advance a/c of officer
Cr. Cash Cr. Cash

Stamps Dr. Expenditure Dr. Advance a/c of officer
Cr. Revenue with Cr. Revenue with face value
stamps of stamps

(3) Where a loss of stamps is caused by the déstmuof main
stocks not held for sale, no accounting entry tessary.

155. WRITE-OFF OF LOSSES

Losses on non stamps, securities and other finanstauments shall
be written-off in accordance with section 43 of fu.

PART 24
ACCOUNTING RECORDS

156. CUSTODY OF ACCOUNTING RECORDS

(1) An accounting officer is responsible for therecaand safe-
keeping of receipts, payment instruments and alceounting
records in his or her custody and shall retain tieti they are
destroyed in accordance with regulation 157.

(2) Where a receipt, payment instrument or otheoawting record
is in an electronic form, the information contairteédrein shall
be reproduced on microfilm or printed form for reten until
the microfilm or printed form is destroyed.
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)

The electronic form may be reused after theormftion
contained in it has been reproduced on microfilmponted
form.

157. DESTRUCTION OF ACCOUNTING RECORDS

(1)

(2)

Accounting records may be destroyed with therayal of the
Minister after the expiration of the following peds—

(@) principal Treasury ledgers, cash registersjandhals, 20
years;

(b) abstract, subsidiary journals, cheques, redeiphs and
counterfolil, 7 years;

(c) paymentinstruments, and subsidiary recorggdss;

(d) special ledgers and records such as bank rec@@
years;

(e) loans register, trust fund registers afterdlosing of the
last account.

Where, in the opinion of the Minister, a red¢eipayment
instrument or accounting record or a reproductioaden in
accordance with regulation 156 is required for plaepose of
any litigation, inquiry, investigation or other eranation, he or
she may direct the Accountant General or accourtffiger as
the case may be, to delay the destruction of theipe payment
instrument or other accounting record until it ie tonger
needed for that purpose.

PART 25
SPECIAL FUNDS AND TRUST FUNDS

158. ADMINISTRATION OF SPECIAL FUNDS

(1)

(2)

3)

The Minister shall appoint an accounting offite administer
each special fund and to control and account ferréteipt of
monies into and payments made out of such fund.

The Director of Finance and Planning may giwedions for
the administration of each special fund and forutating the
receipt of monies into and payments made out dffthm.

A separate account shall be maintained for spekial fund.
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(4) Any balances standing to the credit of a spdaiad at the end
of each financial year shall be retained for theppses of that
fund.

159. DISSOLUTION OF SPECIAL FUNDS

(1) The Minister may, by order, dissolve a speftial if—

(@) the monies in that fund are exhausted and wgal le
provision exists whereby further monies may be atio
such fund;

(b) the objects for which such fund was establislzed
fulfilled or cease to exist, and, in the opinion thie
Minister, there is no likelihood that any of thejexdis for
which the fund could lawfully be used will arise tine
future.

(2) Any monies remaining in any special fund disedl by the
Minister by virtue of an order made under paragréhshall
be paid into and shall form part of the Consolid&tend.

160. ADMINISTRATION OF TRUST FUNDS

(1) A trust fund shall be administered and the paynhof monies
therefrom shall be governed by the terms of the ldeed of
trust, trust instrument or agreement, as the casele, creating
that trust fund.

(2) If, in relation to any trust fund, no law, deed trust, trust
instrument or agreement exists or, in the opinibthe Director
of Finance and Planning a law, deed of trust, instument or
agreement is inadequate for its proper administatithe
Director shall give directions in respect of magtar relation to
the trust fund as he or she considers appropriate.
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PART 26
MISCELLANEQOUS

161. FORMS

Subject to section 55 of the Act, the forms tha¢ asquired or
necessary for the purposes of this Act shall beuch form as the

Accountant General approves.
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PROCUREMENT AND STORES REGULATIONS —
SECTION 54

(Statutory Instrument 37/1997)

Commencemeritl April 1997]

PART 1
PRELIMINARY

1. SHORT TITLE

These Regulations may be cited as the Procuremauht Stores
Regulations.

2. INTERPRETATION
In these Regulations—
“Act” means the Finance (Administration) Act;

“allocated stores means stores the cost of which is chargeable
directly to an appropriate sub-head of expenditure;

“expendable stores means stores of a consumable nature
which may be issued in bulk without subsequentndso
of detailed issues;

“stores’ means stores of goods including plant, equipment,
machinery, tools and vehicles being the properntyn the
possession or under the control, of the Government;

“unallocated store§ means stores the cost of which is
chargeable to a general sub-head of expenditure and
which cannot be charged directly to an appropriatie-
head of expenditure until they are issued for {hecsic
work or service concerned;

“unexpendable stores means stores which are not of a
consumable nature and which have a life assignétieta
and which will remain on ledger charge whetherse or
in store until they are written-off, disposed of or
discarded.
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PART 2
RESPONSIBILITY FOR THE CARE AND CUSTODY OF STORES

3. DUTIES OF ACCOUNTING OFFICER

(1) Every accounting officer shall be responsilole+

(@) the care and custody of all stores receivedd e
disposed of by or on behalf of his or her departyemd

(b) the proper accounting for all receipts and essaf stores
in his or her department.

(2) Every accounting officer shall ensure that tagwehecks are
made for the verification of physical stocks andigler balances
of stores under his or her control.

(3) Every accounting officer shall ensure that esounder his or
her control are inspected regularly and reportsartadhim or
her with respect to the sufficiency and securitystafrage and
the general condition of stores and storage faeslit

(4) At least once every year an accounting offiseall cause all
weights, measures, and scales used in his or Ipartdeent to
be examined in accordance with the Standards Act.

4. STORAGE FACILITIES

Accounting officers shall ensure that adequateag®rfacilities are
provided in order that they may carry out theirieiin accordance
with these Regulations.

5. DUTIES OF STOREKEEPER

(1) Every storekeeper shall in respect of storedeurhis or her
control perform the following duties—

(@) checking, handling and storage of stores receby him
or her,

(b) checking, packing and despatch of stores isdumu
stocks;

(c) ensuring the correctness of stock balances;

(d) preventing occurrence of losses, deterioratistage or
irregular issues;
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(2)

3)

(4)

(e) securing allocated or unallocated stores.

Every storekeeper shall carry out monthly clseck stores on
hand against the stores ledger or bin cards anitl relpart to
the accounting officer any surpluses, shortageterideation,
wastage, damage, unserviceability or obsolescemcstores
under his or her control.

Every storekeeper shall ensure that stocksnaiatained to the
required level and shall not permit any shortagesxaesses to
occur.

Every storekeeper shall ensure that storerommskept clean,
properly ventilated and secure from fire and unaxisied entry.

6. STORES ACCOUNTANT

(1)
(2)

Every accounting officer shall designate aahlé officer to
perform the duties of stores accountant.

A stores accountant shall be responsible for—

(@) maintaining proper records of receipts and assof
stores;

(b) ensuring that procurement of goods is in acocd with
these Regulations;

(c) reconciling stocks on hand with financial restsyr

(d) assistin the annual survey of stores and dhnigication of
stock balances;

(e) exercising general control over the rate ofscomption of
expendable stores; and

() preparing documents and performing accounting
functions for the procurement of goods.

7. KEY HOLDERS

(1)

(2)

@)

Accounting officers shall nominate in writindfioers who will
be responsible for holding keys to storage areas.

Store keys, when not in use, shall be securgdinat
unauthorised use by any other person.

Duplicate keys to storerooms shall be secured the
responsible accounting officer.
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A key holder shall be responsible for any l&ssn a storage
area due to the loss of a key or to any failurdignor her part
to comply with these Regulations.

OTHER OFFICERS

Every officer is responsible for stores under hisher control or
custody.

PART 3

PROCUREMENT OF STORES AND SERVICES

PROCUREMENT OF GOODS AND SERVICES

(1)

(@)

The Minister may, issue directions for the prament of
goods and services by tender or by direct purchasefor the
sale of stores by tender or direct sale.

Subject to any directions given by the Ministée Director of
Finance and Planning may issue instructions wispeet to the
condition under which goods may be procured by d¢emd by
direct purchase.

LOCAL AND OVERSEAS PURCHASES

(1)

(@)

3)

(4)

The Director of Finance and Planning may issuetten
guidelines as may be necessary for the procurewfegbods
from local and overseas sources.

Purchases of goods from sources overseastshallpported by
valid shipping documents, invoices and other reieva
documents.

Purchase of goods locally shall be made byllgeachase
orders signed by an accounting officer or an officeily
authorised by the accounting officer.

Local purchase orders shall be contained—
(@ in books of serially numbered forms in triptiea

(b) where a computerised system is in use, in $ach as
may be approved by the Accountant General.
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11.

12.

(5)

Any officer making purchases which are notas@dance with
these Regulations may be held responsible for dust and, if
the prices or rates paid are excessive, may bdaged with
any amount charged in excess.

CENTRAL TENDERS BOARD

(1)

(2)

)

(4)
(5)

The Minister shall for the purposes of thesgRa&tions appoint
a Central Tenders Board to evaluate tenders ferthe

(@) procurement of goods or services; and
(b) sale of public goods.

The Central Tenders Board shall be constitagetbllows—

(@) the Director of Finance and Planning or his har
nominee who shall be the chairperson;

(b) anominee of the Attorney General;

(c) the Chief Economist, Ministry of Planning oishor her
nominee;

(d) a representative of a Government ministry ddpgnon
the subject matter of the tender; and

(e) a representative of the Saint Lucia Chamber of
Commerce, Industry and Agriculture.

Three members of the Board including the clespn shall
form a quorum and all decisions of the Board sHadl
determined by a majority of the members who wees@nt at
the commencement of the meeting, including therpbason.

The Board may call upon or invite any officerorh a
department to assist the Board on technical matters

The Board may regulate its own procedure.

POWERS OF THE CENTRAL TENDERS BOARD

(1)

The Central Tenders Board may—
(a) accept or reject any tender or part of a termter

(b) if all tenders have been rejected, to advisat thew
tenders be invited or that departmental arrangesnieat
made for procurement.
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The secretary of the Board shall notify thedeners in writing
of the decision of the Board.

Copies of all letters of acceptance shall bat s® the
accounting officer concerned, the Accountant Gdremd the
Director of Audit.

TENDERS

(1)

(@)

Tenders may be invited for the procurementabe f goods or
the procurement of services including constructiwork in
accordance with any directions given by the Direofd~inance
and Planning.

Notice of any invitation to tender shall be fisifted in the
Gazette and at least one local newspaper; and ya @opny
such tender shall be sent to the chairperson ofQGéaetral
Tenders Board.

CONFIDENTIALITY

(1)

(2)

3)

(4)

Tenders shall be in sealed envelopes addrdsstte Central
Tenders Board under confidential cover.

Until the decision regarding the acceptanca ténder is taken
by the Central Tenders Board or a Departmental @endoard,

tenders must be kept securely locked or otherweseired by
the Secretary, and the contents of any tender siwillbe

divulged to any person.

Tenders shall be received before the closintg @dad time
specified in the notice; tenders received after dlosing date
and time shall be disallowed except in very exceat
circumstances.

Tenders shall not be opened before the datdiaredspecified
in the notice.

TECHNICAL COMMITTEES

1)

The Central Tenders Board may appoint techréoahmittees
as may be considered necessary to evaluate angrtand for
the pre-qualification of contractors.



Laws of Saint Lucia Procurement and Stores Regulations Cap.15.01 10¢

Revision Date: 31 Dec 2006

16.

17.

18.

(2)

A copy of any report by such committee appantender
paragraph (1) may be made available to the Minister

DEPARTMENTAL TENDERS BOARD

(1)

(2)

Despite anything contained in this part, theeBior of Finance
and Planning may appoint a Departmental TendersdBta
perform the functions of the Central Tenders Bakd

(@) the value of goods or services does not ex$&6@,000;
or

(b) the goods or services tendered are in respkdhai
Department only.

A Board appointed under paragraph (1) shallsasn as
possible after its meeting submit a report to thairperson of
the Central Tenders Board.

CONTRACTS

(1)

(2)

)

The Central Tenders Board may approve any aonfor the
procurement of goods or services, including corsima works.

Subject to regulation 115, the accounting efficoncerned
shall be responsible for the preparation and psicgsof
contract documents except in the case of suppfiepmmon
user goods and services.

Copies of each contract document shall be dentthe
Accountant General and the Director of Audit.

CONTRACTS WHERE NO TENDERS ARE RECEIVED OR
ACCEPTED

(1)

(2)

The Director of Finance and Planning, on theonemendation
of the technical committee appointed under regutafi5 shall
maintain a list of prequalified contractors for thecurement
of services, including construction works.

Subject to regulations 13 and 14, in the evemttenders are
invited, received or accepted for the procuremdnsenvices,
including construction works, or where a contracefaults in
the performance of a contract, an accounting afficay select
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from the list of pre-qualified contractors a sul&lsontractor
for providing the services required.
(3) Where the value of a contract referred to inageaph (2) is
$20,000, or such higher amount as the Directorimdrice and
Planning, after consultation with the Minister detmes, the
approval of the Director of Finance and Planninglisibe
obtained.
(4) Subject to regulation 10, where a contractofadés in the
performance of a contract to supply goods or sesyidhe
Director may authorise an accounting officer to makparate
arrangements for the purchase of goods and seraigamst
local purchase orders.
19. CONTRACTS TO BE SIGNED
All contracts shall be in the name of the GoverniadrSaint Lucia
and shall be signed by the accounting officer covex or his or her
delegate.
20. SECURITY FOR CONTRACT
(1) An accounting officer shall ensure that anyusig or bond
required to be signed by a contractor and his orsheeties is
verified and lodged with the Accountant General.
(2) Repayment of any amount lodged for security m@ynade on
a certificate signed by the accounting officer ttat service to
be provided has been satisfactorily completed.
21. ADVANCE PAYMENT
No advance payment, other than a mobilisationrfe®y be made on
any contract without the written approval of thedgtor of Finance
and Planning.
22. DETAILS OF CONTRACT

Every contract shall contain the following detaiés may be
applicable—

(a) detailed specifications, including quantitytioé goods to
be supplied or the work or service to be performed;
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(b)
()
(d)
(e)
(f)

(9)
(h)
(i)

@)

drawings, plans and other instructions;

the commencement and completion dates;

the maintenance period,;

the sum of money to be retained and the retemieriod;
the total sum payable;

a penalty clause, if applicable.

any security or bond required;

any special conditions relating to goods, mater
equipment or plant;

any other special conditions, relating to thexfprmance
of the contract or otherwise.

23. CONTRACT PAYMENT

(1)

An accounting officer or any officer authorisby him or her
shall sign a certificate in respect of every paytrterbe made
relating to a contract as follows—

(@)

(b)

()

where payment is made for work in progresseovises
partially completed—

“| certify that the value of work performed (or siEes
provided) exceeds the amount claimed and that trk w
(or services) have been carried out satisfactanky in
accordance with the terms of the contract.”;

where final payment is being made—

“I certify that the work (or service) has been Saittorily
completed in accordance with the terms and conuitad
the contract and that all progress payments and any
retention money have been deducted from the amount
payable under the contract.”;

where retention money or any balance theredbibe
paid to the contractor at the end of the retenpiemnod—

“I certify that there are no further claims agaitiss
contractor for defects or other reasons in respittte
work (or services) carried out under contract nand |
am satisfied that the retention money or remaining
balance thereof amounting to $... is now payabtéeo
contractor in accordance with the terms and camuastiof
this contract.”.
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Where a firm of management consultants is eedads

certificate shall be attached to any payment vougheespect
of the contract.

VARIATION OF CONTRACTS

(1)

(2)

The terms and conditions of any contract shall be varied
except with the approval of the Central Tenders rBoa
Departmental Tenders Board or an accounting offiasrthe
case requires.

Where the variation of a contract approved Hyepartmental
Tenders Board or an accounting officer, would cabsevalue
of the contract to increase beyond the monetary prescribed
for such Board or accounting officer, any such atawn shall
first be approved by the Central Tenders Board, rélevant
Departmental Tenders Board or accounting officerthiw
whose monetary limit the value of the contractstall

CONTRACT REGISTER

(1)

(2)

Every accounting officer shall maintain a CantrRegister in
which shall be recorded—

(@) the contract number;

(b) the description of the contract;

(c) the file number in which the contract documentsfiled;
(d) the name of the contractor;

(e) the names of the officers signing the contract;

(H the head and item of expenditure to which toatact
costs will be charged;

(g) the dates of commencement and completion;
(h) details of any security or bond deposited;

(i) the amount of the contract;

() the amount of the contract sum retained; and
(k) the retention period.

Accounting officers shall enter into the regrstletails of any
variations made, progress payments, final paynpayment of
retention money, deductions for penalties and seleaf any
security or bond deposited with respect to theremit
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26.

27.

28.

(2)
3)
(4)

WORKS ORDERS
(1)

Works or services not exceeding $20,000 in ejalor such
greater amount as the Director of Finance and [ignn
determines, may be authorised by works orders didryeany
officer authorised to do so by the accounting efficwithout
the execution of a written contract.

Under no circumstances may 2 or more worksrsrte issued
for the same work or service.

An officer who signs a works order shall enstirat the work
or service is performed and completed satisfagtoril

Payment in respect of a works order shall beleanan the
following certificate signed by the authorisingiofir—

“I certify that the work (or service) performed wrnd
Works Order No. ... has been completed satisfdgtanid
in accordance with the terms of the Order.”.

PART 4
ALLOCATED STORES

USE OF ALLOCATED STORES

(1)

(2)

3)

Except as otherwise provided, allocated stehadl be issued to
and used on the service or project to which suohesthave

been charged.

Allocated stores shall not be issued for useamy other service
or project except on the authority of the accounbfficer.

Allocated stores issued for use on any otherice or project
shall be accounted for by journal entry transferrine charge
to the service or project on which the stores asxlu

ALLOCATED STORES LEDGER

Allocated Stores Ledger shall be maintained in smeimner as may
be approved by the Accountant General.
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STORAGE OF ALLOCATED STORES

Accounting officers shall ensure that allocatedresoare securely
stored and physically separate from unallocatezhgrother stores.

PART 5
UNALLOCATED STORES

ACCOUNTING FOR STORES

(1) An accounting officer responsible for maintamiunallocated
stores shall ensure that accurate accounts areaimed for all
receipts and issues of such stores.

(2) Unallocated stores shall be accounted for kil lpoantities and
values and the accounts shall indicate the unita@fosach item
of stores.

STOCK LIMITS

Every accounting officer responsible for unallodatstores shall
ensure that the total value of stores on hand gttiame does not
exceed the authorised stock limit.

PRICING OF STORES

(1) The price of unallocated stores for accounpogposes shall be
determined on the basis of a unit of quantity amallsnclude
the invoice price, freight, insurance, inspectioge,f local
transportation, handling and all other chargestedlao the
purchase and storage of such stores.

(2) No other expense shall be charged against agzaéld stores
which are not taken into account in the costinghef value of
the stores.

(3) The issue price per unit shall be arrived atllwding the total
cost of an item of stores by the number of unitgudntity and
will be fixed at the nearest whole cent.

(4) The issue price per unit shall be revised whenenew
purchases are made to replenish any particularafestores.
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33.

34.

35.

(5)

When on calculating an issue price per unittttal cost is not
divisible by the number of units, the amount oveunder the
cost price shall be accounted for in a price adjesit account.

UNALLOCATED STORES

(1)

(2)

3)

Unallocated Stores Ledgers shall be maintainesich manner
as may be determined by the Accountant General.

Where for any reason it becomes necessaryttodunce new
Unallocated Stores Ledgers with the opening bakbesed on
the physical stocks on hand and not on the closalgnces in
the previous ledgers, the full circumstances ndéedisg) the
use of physical stock balances shall be reportedth®
Accountant General whose prior written approval llsie

obtained before the new ledgers are put into use.

The balance and value of each item of storal be recorded
whenever a receipt or issue is made.

STOCK VALUATION LISTS

(1)

(2)

®3)

(4)

As soon as possible after the end of each éiahryear, the

accounting officer responsible for unallocated etashall cause
to be prepared a stock valuation list showing theaerical and

financial balances for each item of stores in thelldcated

Stores Ledger.

Signed copies of the stock valuation list shoelsubmitted to
the Director of Finance and Planning and the Dinecf Audit.

If at any time the total value of stock exced¢lds authorised
limit, the accounting officer concerned shall reapormediately
to the Director explaining the reasons for the ezce

Stock held in excess of the authorised limityrba treated in
the accounts in the same manner as unauthorisezh@ityre
and the accounting officer concerned may be hedgaesible
therefor.

TABULAR SUMMARY

(1)

As soon as possible after the close of eadntiral year every
accounting officer responsible for unallocated etashall cause
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to be prepared a tabular summary in respect of eaahocated
store.

Signed copies of the tabular summary shalllimrstted to the
Director of Finance and Planning and the Direcfokudit.

BIN CARDS AND REGISTERS

1)

)

3)

Bin cards and registers shall be kept by edolelseeper for
each item of unallocated stores for the purposeeobrding
receipts, issues and balances on hand by quantities

The officer-in-charge of the unallocated stostsll, at least
once every quarter check the balances on the bids @gainst
the balances shown in the Unallocated Store Ledgdrshall
investigate and report any discrepancies.

A copy of any report prepared by the officercimarge shall be
submitted to the accounting officer concerned.

PART 6
FURNITURE AND OFFICE EQUIPMENT

RESPONSIBILITY ETC. FOR FURNITURE AND EQUIPMENT

1)

(2)

The responsibility and accounting for, and colnof, furniture
and equipment rests with the following Departmenmitsch, for
the purpose of this Part, shall be termed “the (&diitig
Department™—

(@ furniture and equipment for government officeke
Ministry or Department in possession thereof;

(b) furniture, furnishings and equipment for Gowvasamnt
guarters, Establishment Department; and

(c) furniture and equipment for institutions andheat
establishments, the Ministry or Department respmesi
for the institution or Department.

The occupants of government quarters or otlesidences
assigned to them shall be personally responsibte afoy
furniture, furnishings or equipment provided foeithuse.
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38.

39.

40.

41.

MASTER CONTROL REGISTER

(1)

(2)

The controlling Department shall maintain a kasControl
Register in which shall be recorded all purchasekissues of
furniture and equipment.

The Master Control Register shall include aordcof the
Departments, institutions and establishments tahvhirniture
and equipment have been issued.

INVENTORIES

(1)

(2)

®3)

Accounting officers shall ensure that invergsriof furniture
and equipment are maintained in all offices, inftihs and
establishments under their control.

No item of furniture and equipment shall be osed from any
inventory except on the written authority of therdator of
Finance and Planning.

Accounting officers shall ensure that all int@res are checked
against physical stocks on hand at least once a sgd
whenever there is any change of the officer in ghaof an
office, institution or establishment or of an ocaop of
Government quarters or Government assigned resdenc

DISCREPANCIES IN INVENTORY HOLDINGS

(1)

(2)

Accounting officers shall report to the Conlirej Department
any discrepancies found during inventory checkduafiture
and equipment.

Discrepancies found at a handing over of inegntholdings
shall be dealt with in accordance with regulati@n 9

AUTHORITY FOR WRITE-OFF

(1)

(2)

All furniture and equipment shall remain on e in the
Master Control Register and in departmental inveesountil
authority to write-off has been given by the Dimradf Finance
and Planning.

Unserviceable or obsolete items of furnitured aaquipment
shall be dealt with in accordance with regulatién 8
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PART 7
BUILDINGS, PLANT, EQUIPMENT AND TOOLS
42. RESPONSIBILITY FOR PLANT, EQUIPMENT AND TOOLS

43.

44,

45,

(1)

@)

Accounting officers shall be responsible fdrialildings, plant,
equipment and tools assigned to departments unier t
control.

Despite paragraph (1), any officer to whom plaguipment
and tools are issued shall bear personal respbtysiior such
plant, equipment and tools until they are returimed store or
are condemned and disposed of in accordance wgthiateon
86.

REGISTER TO BE KEPT

1)

(@)

All items of plant and equipment shall be eetein a Plant and
Equipment Register in which shall be recorded—

(@) the description of the plant or equipment;
(b) the name of the manufacturer;

(c) the registration and serial numbers;

(d) the date received,

(e) the source of supply;

(H any period of warranty; and

(g) ancillary equipment and spares supplied.

A tools register shall be maintained for aknis of tools
received and issued for use.

PLANT OPERATING RECORD

Accounting officers shall ensure that plant operatrecords are
maintained for plant and equipment in which shelrécorded details
of operating hours, down time, servicing, overhauld repairs.

LOG BOOKS

1)

An accounting officer shall ensure that log ko@re kept in
respect of each vehicle or other equipment assitmats or her
Department.
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46.

47.

(2)

3)

(4)

(5)

Log books shall be in such form as the Acconin@eneral may
approve and shall be used to record—

(@) details of travelling done or works performed,;
(b) details of oils, fuels and spares used;

(c) details of servicing or repairs;

(d) authorisation for travel or other operation.

Accounting officers shall designate authorisgfficers who
shall be responsible for checking log books andmépy on
any misuse of or damage to vehicles or equipmesigr@ead to
their Departments.

Accounting officers shall ensure that log boaks checked at
least once every month and that reports of mistise damage
to vehicles or equipment are submitted to the Direof
Finance and Planning.

If it is proved to the satisfaction of the Oiter that an officer
should be held responsible for any misuse of oratgarto any
vehicle or equipment assigned to him or her origodr her
control, such officer may be liable under PART 1@he Act.

STOCKS TO BE VERIFIED

(1)

(2)

@)

At least once every 6 months accounting officehall cause
checks to be made to verify stocks of plant, eqeipinand tools
against the balances shown in the plant and equipregister
or the tools register, as the case may be.

Any deficiencies found in stocks shall be reépdrat once to the
Director of Finance and Planning.

A copy of any report on deficiencies discovesédll be sent to
the Director of Audit.

REGISTER OF BUILDINGS

The Accountant General shall maintain a RegisterBafldings
owned by the Government in which the following pautars shall be
entered—

(@) the description or designation of the building;
(b) date of completion or purchase;
(c) plan reference;
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(d) site reference;

(e) prime cost or purchase price; and

() cost and date of structural alterations.

PART 8
LIVESTOCK

48. RECORDS TO BE KEPT

(1) Accounting officers shall ensure that records kept of any
livestock assigned to or maintained by their deparits.

(2) Such records shall show the date of receipg, ¢eansfer or
death of the animals, any additions due to repribolu@nd the
total number of each category on charge.

49. SALE OF LIVESTOCK
When any animal is sold the weight, selling priod aeceipt number
shall be entered in the records.

50. DEATH OF LIVESTOCK

(1) In the event of death of any animal a certtBcaf death and
disposal shall be obtained from a veterinary offimeany other
officer authorised to issue such certificate.

(2) The cause of death and the manner of dispbsdll Ise entered
in the records.

51. CHECKS TO BE MADE

Accounting officers shall ensure that at least éwve&very year the

number of animals in stock is checked against tihmber shown in

the records.
52. SURPLUSES OR DEFICIENCIES

(1)

Accounting officers shall investigate any sugds or
deficiencies in stock reported to them, and, ifb#comes
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53.

54.

55.

necessary to do so, submit a report to the Direatdfinance
and Planning.

(2) A copy of any report on deficiencies discovesédll be sent to
the Director of Audit.

(3) Ifitis proved to the satisfaction of the Diter that any officer
should be held responsible for the death of anyahor for
any loss or deficiency in stock, such officer mayliable under
PART 10 of the Act.

PART 9
RECEIPTS

STORES TO BE RECEIVED IN STOCK

Except for goods purchased in small quantitiesrfonediate use, all
goods received shall be taken into allocated oflacsted stores as
may be appropriate.

STORES RECEIVED

(1) All goods received shall be entered on a stwgesived voucher
which shall be supported by one of the following—

(@) invoices or bills;
(b) the triplicate copy of local purchase orders;

(c) inthe case of stores received from unallocatedes into
allocated stores, a copy of the stores issue veosche

(d) the original copy of a stores conversion form.

(2) Stores received vouchers shall be in duplieat® shall be pre-
numbered serially or in such other form as maypg@aved by
the Accountant General.

STORES CONVERSION

(1) Where stores are issued from a store for ceiwerinto a
different article, the article produced shall beeiged back into
the same store and shall be supported by a storesision
form.
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(2) Stores conversion forms shall be prepared pliciate and shall
record in detail the quantities and values of tees converted
and the quantities and values of the article preduc

UNUSED STORES

Stores which have been issued but not used shaktbened to the
original store and taken on charge on a storesvet@oucher at the
current issue price irrespective of the price atictvhthey were
originally issued.

USED STORES

(1) Used stores which are no longer required fer plarpose for
which they were issued shall be returned to thgimal store
and taken on charge on a stores received voucher.

(2) Used stores shall be kept separate from geseeds whether
allocated or unallocated.

SURPLUS STORES

Surplus stores found by a Board of Survey or assalt of stock
verification, internal stock-taking or over-deliyeshall be taken on
charge on a stores received voucher.

VERIFICATION OF DELIVERIES

(1) Any officer who receives goods shall ensuret tiie@ goods
received are in accordance with goods invoiced.

(2) Payment for goods shall not be made except certdicate by
the receiving officer that such goods have beerrecty
delivered and received into store.

EXAMINATION OF GOODS

(1) As soon as possible after the receipt of godls, receiving
officer shall examine every item, package or ottwrtainer to
ensure that the goods making up the consignmenexaetly
equal to the quantity and specifications shown ¢ t
accompanying invoices, delivery notes, packingssiyp other
documents.
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61.

62.

63.

(2)
)

(4)

A certificate of examination shall be prepaaed signed by the
receiving officer.

Any damaged or spoilt goods shall be recordedeiail on the
certificate of examination.

Perishable food items shall be examined imntelyiaand any
spoilage or any item considered to be unfit for phepose
intended shall be reported to a public health effiwho shall
issue a certificate of condemnation in respectichstems.

BULK SUPPLIES

(1)

(2)

Bulk supplies shall be checked on dischargeanteceipt into
stores.

The contents of broken containers and any diiestetrieved
from sweepings shall be accounted for before anytapes are
determined.

DELIVERY OF STORES

(1)

(2)

3)

All stores transferred on any vehicle or vessehll be
accompanied by a delivery slip which shall be sigbg the
officer consigning the stores and the driver of Wedicle or
vessel.

The officer receiving such stores shall chehbk guantities
delivered against the quantities shown on the dsgliglip.

A copy of the delivery slip signed by the redeg officer shall
be returned to the consigning officer with a natatiof any
shortages or surpluses discovered.

STORES RECEIVED

(1)

(2)

In all cases where stores have been received shdamaged
the receiving officer shall immediately report thleortage or
damage to the accounting officer.

The accounting officer shall immediately invgate such
shortage or damage and shall, as soon as posk#eatter,
report the matter to the Director of Finance arahRing.
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(3) Where it is proved to the satisfaction of theebtor that any
officer should be held responsible for any suchrisige or
damage, such officer may be liable under PART lihefAct.

64. ACCOUNTING PROCEDURE FOR: GOODS RECEIVED SHORT

OR DAMAGED

(1) Where goods are received short or damageduhetity shown
on the invoice or bill shall be taken on charge.

(2) A stores issue voucher shall be issued foigthantity of goods
found short or damaged which shall be charged apdie
appropriate head of expenditure.

65. CLAIMS REGISTER

(1) Goods received short or damaged shall be ateduor in a
Claims Register.

(2) A claim shall not be considered settled unther the value has
been recovered in full or the authority of the Dior of
Finance and Planning has been granted to writeroffaive the
claim.

(3) A recovery in respect of a claim shall be ezdein the Claims
Register.

66. REUSABLE CONTAINERS
Wherever it is economical to do so reusable coatairshall be
returned to the suppliers as soon as possible @fedischarge of
goods.
PART 10
ISSUES
67. ISSUE OF STORES

Stores shall not be removed from allocated or opated stores
except on the authority of a stores requisitionydsigned by an
authorised officer.
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68. STORES ISSUE VOUCHERS

(1) On receipt of a requisition for unallocatedres) the officer in
charge of stores, if he or she is satisfied thatréguisition is in
order and the stores requisitioned are in stockl| ginepare or
caused to be prepared a serially numbered staae &ucher
in triplicate.

(2) Stores issue vouchers shall be signed by tieeoin charge of
stores or any other officer specifically authorisedlio so.

(3) The officer receiving the stores shall sign thgginal and
duplicate copies of the stores issue voucher
acknowledgement of the receipt of the stores.

(4) The original copy of the store issue voucheilgbe retained by
the officer in charge of stores for accounting [msgs.

(5) The duplicate copy of the stores issue voushatl be returned
to the requisitioning officer together with therg® issued.

69. STORES TO BE CHARGED

Subject to regulations 70 and 71, stores issuehaygcshall indicate
the expenditure head and item number to which tiaege should be
made.

70. STORES ISSUED FOR CONVERSION

Stores may be issued from unallocated stores fawersion to a
different article on the authority of a conversionm duly signed by
an authorised officer.

71. SALE OF STORES

(1) Unallocated or allocated stores may be soldrigate persons
only on the authority of the accounting officer.

(2) An official receipt for the full value of stasdo be sold shall be
presented together with the requisition for theask of stores.

(3) The officer in charge or any other officer aarteed by him or
her shall prepare a stores issue voucher for ttantdqy and
value of the stores sold.

in
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RESPONSIBILITY FOR SIGNING STORES ISSUE VOUCHER

Any officer who signs a stores issue voucher shalfesponsible for
ensuring that the voucher is accurate and compiet# respects and
that the stores to be issued correspond with theinements for the
stores requisition signed by the authorised officer

ISSUE OF STORES BEFORE PRICING

(1) If, in an emergency, stores are required tasbeed before the
prices are determined, a store issue voucher bbafirepared
showing the quantities of stores issued with thetran “prices
to follow.”

(2) As soon as possible after the prices of theestdave been
determined, a debit advice shall be sent to theiségpning
officer for the full cost of the stores issued.

MONTHLY SUMMARIES OF ISSUES

(1) As soon as possible after the end of each mahéhofficer in
charge of stores shall prepare a monthly summargtarfes
issued from unallocated stores in such form as loeagpproved
by the Accountant General.

(2) The original copy of the monthly summary of re® issued
shall be submitted to the Accountant General faroanting
purposes.

PART 11
STOCK VERIFICATION

APPOINTMENT OF STOCK VERIFIER

The Director of Finance and Planning may appoistack verifier
whenever it becomes necessary to verify stock hgkliin any
department.

DUTIES OF STOCK VERIFIER
The duties of a stock verifier shall include—
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78.

79.

(@) the detailed comparison of stores ledger baknbin
card balances and inventory balances with the palsi
stock on hand;

(b) the initial investigations into the reasons fany
discrepancies;

(c) an assessment of the security and storage gamaants
and safe guards against loss, fraud and othewuiagtes;

(d) an assessment of the management of stocksspébial
regard to overstocking, wastage and obsolescence;

(e) checking and evaluating inventory holdings;
(H the identification of unserviceable or obsolsteres;
(g) supervising the disposal of condemned stores; a

(h) any other duties assigned by the Director oakce and
Planning.

STOCKS TO BE VERIFIED

The Director of Finance and Planning may at anyetanrange for
stores held in any department to be verified bipeksverifier.

REPORT OF STOCK

(1)

(2)

The stock verifier shall report to the Directir Finance and
Planning on any discrepancy, defects, obsolescendamage
or any deficiency in the arrangements for accogntstorage,
security and other safeguards which have come soohiher
notice during the stock verification.

The Director, on receipt of the stock verifgerfeport, may
require the accounting officer concerned to ansteerany
discrepancy, defect, damage or deficiency discavdre the
stock verifier.

INSPECTION OF STORES

(1)
(@)

Every accounting officer shall arrange for etounder his or
her control to be inspected at least twice each yea

The inspecting officer shall report to the aatiing officer any
loss, leakage, damage, wastage, deterioration reguilarity
observed in the course of his or her inspection.
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(3) The accounting officer shall, on receipt of thespecting
officer’s report, take immediate action to correcly defects,
deficiencies or irregularities reported.

PART 12
SURVEY OF STORES

APPOINTMENT OF BOARD OF SURVEY

(1) The Director of Finance and Planning may attamg appoint a
board of survey to check allocated or unallocatedes held in
any department.

(2) A board of survey shall consist of not lesstBRgpersons one of
whom shall be designated chairperson.

(3) Copies of the letters of appointment of the roera of a board
of survey shall be sent to the accounting officemcerned and
the Director of Audit.

(4) An officer of the Audit Department or of the pdgtment in
which the survey is to be carried out shall noappointed as a
member of the board of survey.

METHOD OF CONDUCTING SURVEYS

(1) Unless otherwise directed in the letter of appoent, a survey
of stores shall include a complete check of quiastibf all
stores on hand or in the process of conversion.

(2) The quantities found shall be compared with thantities
shown in the stock ledger and bin cards and anyrepancies
found shall be noted for inclusion in the surveyam.

(3) Stores which appear to be unserviceable orletesshall be
entered on the form prescribed for that purposeh wit
recommendations for their condemnation or disposal.

(4) Stores which are found to be in excess of dilarizes shown in
the stores ledger shall be brought to account sior@s receipt
voucher.
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82. REPORT OF BOARD OF SURVEY

(1)

(@)
3)

(4)

(5)

The chairperson of a board of survey shall, ediately after
the completion of a survey, submit a report onsiinerey signed
by him or her and the other members of the boardh&
Director of Finance and Planning.

Copies of the report shall be sent to the acting officer
concerned and the Director of Audit.

The board of survey’s report shall include fibleowing—

(@) the opinion of the board on the condition addcuacy of
storage and storage facilities;

(b) the opinion of the board on the effectivenekseazurity
arrangements and safeguards against fire
deterioration;

(c) a statement on any difficulties experiencedttry board
in carrying out its duties;

(d) a list of unexplained surpluses and shortagegther

with any comments or remarks thereon which the doar

may consider necessary;

(e) a list of stores which, in the opinion of theabd, are
unserviceable or obsolete; and

(H a certificate that the procedure laid downegulation 81
have been followed.

The Director may after considering the recomdagions of the
board of survey issue such directions as he orcensiders
necessary.

Within 3 months of any directions given by tBb@ector the
accounting officer concerned shall report to him har of
actions taken under such directions.

PART 13

CONDEMNATION AND DISPOSAL OF STORES

83. APPOINTMENT OF BOARD OF CONDEMNATION

(1)

The Director of Finance and Planning may, ore th
recommendation of an accounting officer, a stockfiee or a
board of survey, appoint a board of condemnatiomspect
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stores which have been reported to be unservicealdbsolete
and to make recommendations for their disposal.

Any board of condemnation appointed under pafady (1)
shall consist of—

(@) a stock verifier; and

(b) not less than 2 officers, one of whom shalldesignated
chairperson;

Except where technical considerations maken#voidable, an
officer of the department responsible for the stote be
condemned shall not be appointed to a board ofexondtion.

An officer of the Audit Department shall not bppointed to
any board of condemnation.

The Director shall notify the accounting officeoncerned of
the appointment of the board of condemnation.

The stock verifier or the chairperson of theaifab of
condemnation as the case may be, shall notify ticeumting
officer concerned the place and time of the ingpecof the
stores to be condemned.

Any officer appointed to serve on a board ohdmmnation
shall report immediately to the Director if he diess unable to
serve and shall give valid reasons for his or mability to
serve.

PROCEDURE OF BOARD OF CONDEMNATION

(1)

(2)

3)

The board of condemnation shall inspect eaahn ivf the stores
to be condemned.

The board of condemnation shall identify eaemi listed and
shall determine whether or not the items identifiace
unserviceable or obsolete.

The accounting officer concerned or any offieethorised by
him or her shall be present during the inspectipthle board of
condemnation.

REPORT OF BOARD OF CONDEMNATION

1)

The stock verifier or the chairperson of thearfab of
condemnation shall, immediately after the inspegtEubmit a
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report signed by himself or herself and, in theecaka board,
by the other members of the board, to the Direofdfinance
and Planning.

(2) Copies of the report shall be sent to the acttog officer
concerned and the Director of Audit.

(3) The report shall identify the stores whichthe opinion of the
board, should be condemned and shall include
recommendations for their disposal.

(4) The board shall report on any cases of misadmormal
damage or deterioration or any other cause whiohthe
opinion of the board, have contributed to the wiserble or
obsolete condition of the stores inspected.

(5) The Director may after considering the recomdagions of the
board of condemnation issue such directions as rhehe
considers necessary.

DISPOSAL OF CONDEMNED STORES

(1) Accounting officers shall ensure that condemnsibres
authorised to be written off and destroyed arealisd of in the
manner directed by the Director of Finance and iifan

(2) The accounting officer concerned shall appaint officer or
officers of his or her Department to carry out testruction or
disposal of the stores.

(3) The stock verifier or a member of the boardcohdemnation
shall witness the destruction or disposal of tloeest

(4) The accounting officer concerned shall preparést of the
stores destroyed or disposed of for submissiorhéoDirector
together with the following certificate—

“I hereby certify that the stores listed have bdestroyed
or disposed of by ... (method of destruction opdsal) ...
in accordance with the Director of Finance and Rilagis
directions as given in ..... (reference to autlydrit dated
...... in the presence of the witness who has difpeéow.

(witness) Accounting Officer
Name Designation
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Designation Department
Date ........... Date ..........

(5) Copies of the list together with the certifieathall be sent to
the Director of Finance and Planning, the Accountaeneral
and the Director of Audit.

SALE OF CONDEMNED STORES

Condemned stores may be sold by public auctiomutyic tender or
in any other manner authorised by the Director ofafkce and
Planning.

GIFT OF CONDEMNED STORES

Subject to section 44 of the Act, the Director ofdhnce and Planning
may authorise the gift of condemned stores to ddu, scientific,
cultural or charitable institutions or organisason

CONDEMNATION BY ACCOUNTING OFFICER

(1) Despite anything contained in these Regulatibns subject to
paragraph (4), accounting officers may, in anyrcial year,
condemn and dispose of small quantities of unexgiaedstores
which normally have a short life such as in theecak glass
ware, china, cooking utensils, small tools, and icsd
instruments, brushes and similar articles.

(2) The accounting officer shall submit a list bétitems of stores,
including the value of each item condemned andodisg of to
the Director of Finance and Planning together witte
following certificate—

“I hereby certify that | have personally inspectied
stores listed which have become unserviceable gfrou
fair wear and tear and that they have been dispaoisiey
.... (method of destruction or disposal) ....

Accounting Officer
Designation
Department
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90.

91.

92.

(3) Copies of the list of stores destroyed or dsgabof shall be sent
to the Accountant General and the Director of Audit

(4) Inany financial year the value of stores conded or disposed
of under paragraph (1) shall, in the case of—
(@) asingle item, not exceed $100; and
(b) more than one item, not exceed $200,

or such greater amounts that Cabinet determines.

ACCOUNTING FOR STORES DISPOSED OF OR DESTROYED

Whenever the destruction, disposal, sale or gitt@fdemned stores
is authorised by the Director of Finance and Plagnor the
accounting officer as the case may be, a storas m&sucher shall be
prepared by the officer in charge of stores befaueh stores are
removed from stock.

PART 14
LOSSES OF STORES

DEFINITION OF “LOSS”

In this Part, the term “loss” includes damage dederation arising
other than from fair wear and tear.

INITIAL REPORT OF LOSS

(1) An accounting officer shall submit a writterpogt immediately
to the Director of Finance and Planning, the Acdanon
General and the Director of Audit on any loss afres$ which
occur in the Department for which he or she isoesble.

(2) Aninitial report shall be made in every instarwhether or not
restitution has been made and such report shalbeatelayed
to enable investigation to be carried out or resaoh to be
sought.
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93. INVESTIGATION OF LOSSES

An accounting officer shall cause an immediate $tigation to be
made into any loss of stores occurring in the Diapamt for which he
or she is responsible, and in cases where misapatiop, theft or
fraud is suspected, that accounting officer shelport the loss
immediately to the police.

94. FINAL REPORT OF LOSS

(1) An accounting officer shall, as soon as possibfter the
investigation into any loss is complete, reportite Director of
Finance and Planning on the result of the investiga

(2) Copies of the report under paragraph (1) shallsent to the
Accountant General and the Director of Audit.

(3) Any such final report shall include the followgi—

(@) the nature of the loss and the quantity andk h@bue of
the stores involved;

(b) the place and date of the loss;
(c) the circumstances in which the loss occurred;

(d) an opinion as to whether the loss was duefémukain the
accounting or storekeeping system;

(e) a statement on whether misappropriation, fraud,
negligence or irregularity was involved;

(H the name and designation of the officer resfmedor the
loss;

(g) the reasons why internal checks and contraledao
prevent the loss;

(h) the measures taken or recommended to prevent a
recurrence of similar losses;

() an account of any restitution or recovery o tbss;

() advice on any action already taken against dffecer
responsible for the loss;

(k) recommendations for any disciplinary or otheatian
required; and

() areport by the police, if applicable.



Laws of Saint Lucia Procurement and Stores Regulations Cap.15.01 12¢

Revision Date: 31 Dec 2006

95.

96.

97.

WRITE-OFF LOSSES

Any losses of stores under these Regulations Seallritten-off in
accordance with section 43 of the Act.

ACCOUNTING FOR LOSS WRITTEN-OFF

A stores issue voucher shall be prepared for astysimres for which
authority to write-off has been granted. However,the case of
negligence or other irregularity the value of theres shall be
charged against an advance account in the naméeofofficer
responsible for the loss.

PART 15
HANDING OVER OF STORES

PROCEDURE FOR HANDING OVER STORES

(1) Whenever a storekeeper or other officer respts$or stores is
proceeding on leave or transfer or will be absefhis or her
office for any other reason, the accounting offioesponsible
for such stores shall arrange for the handing ovehe stores
to another officer.

(2) The procedure for handing over of stores dteaths follows:

(@) the physical stock of stores shall be checkedetail by
the incoming officer and by the outgoing officerdan
compared with the balances in the stores ledger or
inventory; and

(b) the incoming officer and the outgoing officéradl sign a
handing over certificate in the form prescribed foat
purpose.

(3) The outgoing officer shall endorse a statemisiing any
deficiencies or defects found during the handingrpwhich
shall be attached to the handing over certificate.

(4) The incoming officer shall submit the handingep certificate
to the accounting officer immediately after it Heeen signed.

(5) The outgoing officer shall be responsible ftirdaficiencies or
defects reported at the handing over.



130

Cap.15.01 Procurement and Stores Regulations Laws of Saint Lucia

98.

99.

100.

101.

Revision Date: 31 Dec 2006

PROCEDURE WHEN OUTGOING OFFICER IS UNABLE TO
ATTEND

1)

(2)

If the outgoing officer is unable to attend thanding over
because of illness or has been authorised by theuatng
officer to leave his or her office before the hamydover takes
place, the accounting officer shall apply to theebior of
Finance and Planning for a Board of Survey to hmaged to
survey the stores to be handed over.

The incoming officer shall be in attendanceimiyrthe survey
and shall sign the handing over certificate pregpaeand
endorsed by the Board of Survey.

PART 16
LOAN, HIRE AND SALE OF STORES

AUTHORITY FOR LOAN OR HIRE OF STORES

1)

(@)

Except for the hire of plant and equipment vehan authorised
procedure and standard hire charges are in operatmstores
may be issued on loan or hire without the priohatity of the

Director of Finance and Planning.

Any hiring out of stores shall be supported &y agreement
approved by the Attorney General and signed byites.

ACCOUNTING FOR STORES ON LOAN OR HIRE

(1)

@)

The officer in charge of stores shall ensurat tftores issue
vouchers are prepared and signed by the borrowéirer in
respect of all stores issued on loan or hire.

Whenever stores which have been issued on dodmire are
returned into store, such stores shall be accoufuedn a
stores receipt voucher.

AUTHORITY FOR SALE OF STORES

1)
(@)

Stores may be sold by auction, tender or in atmgr manner
authorised by the Minister.

The Director of Finance and Planning shall hthe power to
authorise the sale of stores not exceeding $10r00alue.
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102. ACCOUNTING FOR STORES ISSUED ON SALE

103.

104.

(1) The selling price of stores to be issued ore sshall be
determined by taking the ledger price and addirgharge of
not less than 33.33% for departmental costs.

(2) Anissue on sale shall not be made until thiengeprice of the
stores has been received in full.

(3) A store issue voucher shall be prepared forsdoses issued on
sale.

PART 17
STORAGE AND SECURITY OF STORES

STORAGE

(1) Stores shall be secured against interferenceuriguthorised
persons.

(2) An unauthorised person shall not be permitte@riter a store

room or building except in the presence of theelteeper.

PRECAUTION AGAINST DETERIORATION OR FIRE

(1)

(2)

3)

Clothing and other stores susceptible to detation by damp
or pests or other cause shall be examined regudadyshall be
stored above floor level.

Fluids in tins or drums shall, whenever possilbe stored
above ground level.

Inflammable stores and explosives shall beestan accordance
with any enactment relating to such substancesnoithe
absence of any such enactment, any instructiongdsby the
manufacturers of such stores.
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PART 18
ACCIDENTS

APPOINTMENT OF ACCIDENT INVESTIGATION BOARD

The Director of Finance and Planning shall appa@nt Accident
Investigation Board to enquire into the causes aosts of any
accidents reported to him or her and to assessxteat of any blame
or negligence on the part of any driver or operadésponsible for or
in control of the vehicle or plant involved.

ACCIDENT REPORTS

Whenever an accident involving a government vehiate plant
occurs, the driver or operator, as the case magtmd, immediately
complete an accident report and submit such reépdfte accounting
officer.

ASSESSMENT OF DAMAGE

The accounting officer, on receiving an accideporg shall refer the
report to the officer in charge of the mechanicarkghop or garage
for an assessment of the damage sustained andirmatesof the cost
of repair, or, in the case where the vehicle onipia beyond repairs,
the cost of replacement.

SUBMISSION OF REPORT TO BOARD

The accounting officer shall submit the accidemtore together with
the assessment made by the officer in charge ofnteehanical
workshop or garage and police report, if any, te #hccident
Investigation Board.

POWER OF BOARD TO SUMMON

(1) The Accident Investigation Board may summon peyson to
give any evidence or explanation concerning thédaot which
it may consider to be necessary.

(2) The Accident Investigation Board shall submiteport on its
findings together with any recommendations to lxertaagainst
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110.

111.

112.

113.

the driver or operator responsible for the accideat the
accounting officer.

ACTION TO BE TAKEN

(1) The accounting officer shall submit the accideport and the
Accident Investigation Board’s report together witis or her
recommendations on the extent of any surchargensigéie
driver or operator responsible for the accidenth®Director of
Finance and Planning.

(2) Any surcharge imposed on the driver or operdigr the
Director shall be recovered in accordance with dmgctions
given by the Director.

CLAIMS BY GOVERNMENT

Where the Accident Investigation Board recommehds & claim be
made against any person or insurance company peceof any
liability for an accident, the accounting officdradl prepare the claim
and submit it to the Attorney General for his or approval before it
is issued.

CLAIMS AGAINST GOVERNMENT

Where a claim is made against the Government dbiliiy in respect
of an accident, the claim shall be referred immtetiyao the Attorney
General for his or her advice on the action toakem.

REPAIRS TO DAMAGED PLANT OR VEHICLE

As soon as possible after an assessment has beenbpahe officer
in charge of the mechanical workshop or garageeadpt as may be
advised by the Accident Investigation Board or Aty General, the
accounting officer shall proceed to carry out rep#o the vehicle or
plant involved in the accident.
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PART 19
MISCELLANEOUS

114. FORMS
Subject to section 55 of the Act, the forms tha¢ aequired or
necessary for the purposes of this Act shall inhstarm as the
Accountant General approves.

115. VETTING OF CONTRACTS

(1) A contract shall not be entered into under ¢hBegulations
unless the contract document is vetted by the A#tpiGeneral
prior to its execution.

(2) Without prejudice to paragraph (1), any documehich has
legal implications under these Regulations shaBddamitted to
the Attorney General for vetting and advice.



