
annex 9
non exhaustive example of documents making up a record of expenditure
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COVERING THE PERIOD FROM ………………… TO …………………
INDIVIDUAL FINANCIAL/BUDGETARY COMMITMENT No (accounting number)
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RECORD OF EXPENDITURE No ...
COVERING THE PERIOD FROM ......……… TO ......………
THE RECORD OF EXPENDITURE IS APPROVED FOR THE SUM OF: (currency) (amount in figures) …..………………………………………………………………………..
or: (currency) (amount in words) …………………………………………………………….
representing expenditure incurred in implementation of the imprest component of the budget of the programme estimate.
The imprest administrator
The imprest accounting officer
(name)
(name)
(date and signature)
(date and signature)

Financial and budgetary monitoring document
PROJECT ……………………………
PROGRAMME ESTIMATE   ...……………………………………………………
COVERING THE PERIOD FROM ………………… TO …………………
INDIVIDUAL FINANCIAL/BUDGETARY COMMITMENT No (accounting number)
RECORD OF EXPENDITURE No ...
COVERING THE PERIOD FROM ………………… TO …………………
Summary table of expenditure by budget heading in (currency)
	Code
	Title
	Amount

	1.
	ACTIVITIES
	

	1.1
	
	

	1.2
	
	

	1.3
	
	

	1.4
	
	

	1.5
	
	

	
	
	

	2.
	INVESTMENTS
	

	2.1
	
	

	2.2
	
	

	2.3
	
	

	
	
	

	3.
	OPERATING COSTS
	

	3.1
	
	

	3.2
	
	

	3.3
	
	

	3.4
	
	

	
	
	

	
	TOTAL
	


The imprest administrator
The imprest accounting officer
(name)
(name)
(date and signature)
(date and signature)

Budgetary monitoring document
PROJECT ……………………………
PROGRAMME ESTIMATE   ...……………………………………………………
COVERING THE PERIOD FROM ………………… TO …………………
INDIVIDUAL FINANCIAL/BUDGETARY COMMITMENT No (accounting number)
RECORD OF EXPENDITURE No ...
COVERING THE PERIOD FROM ………………… TO …………………
Summary table of budget consumption by budget heading in (currency)
	Code 

	Title
	Programme estimate budget
(1)
	Previous
records
(2)
	Current
record
(3)
	Sum total of
records
(4) = (2) + (3)
	Available
balance
(1) – (4)
	Rate of
consumption
(%)

(4) / (1)

	1.
	ACTIVITIES
	
	
	
	
	
	

	1.1
	
	
	
	
	
	
	

	1.2
	
	
	
	
	
	
	

	1.3
	
	
	
	
	
	
	

	1.4
	
	
	
	
	
	
	

	1.5
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	2.
	INVESTMENTS
	
	
	
	
	
	

	2.1
	
	
	
	
	
	
	

	2.2
	
	
	
	
	
	
	

	2.3
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	3.
	OPERATING COSTS
	
	
	
	
	
	

	3.1
	
	
	
	
	
	
	

	3.2
	
	
	
	
	
	
	

	3.3
	
	
	
	
	
	
	

	3.4
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	TOTAL
	
	
	
	
	
	



Budgetary monitoring document
PROJECT ……………………………
PROGRAMME ESTIMATE   ...……………………………………………………
COVERING THE PERIOD FROM ………………… TO …………………
INDIVIDUAL FINANCIAL/BUDGETARY COMMITMENT No (accounting number)
RECORD OF EXPENDITURE No ...
COVERING THE PERIOD FROM ………………… TO …………………
Detailed table of budget consumption by budget item in (currency)
	Code 
	Title

	Programme estimate budget
(1)
	Previous records
(2)
	Current record
(3)
	Sum total of records
(4) = (2)+(3)
	Available balance
(1) – (4)
	Rate of consumption (%)
(4) / (1)

	1.
	ACTIVITIES
	
	
	
	
	
	

	1.1
	
	
	
	
	
	
	

	1.1.1
	
	
	
	
	
	
	

	1.1.1.1
	
	
	
	
	
	
	

	1.1.1.2
	
	
	
	
	
	
	

	1.1.1.3
	
	
	
	
	
	
	

	
	          Sub-total 1.1.1
	
	
	
	
	
	

	1.1.2
	
	
	
	
	
	
	

	1.1.2.1
	
	
	
	
	
	
	

	1.1.2.2
	
	
	
	
	
	
	

	
	          Sub-total 1.1.2
	
	
	
	
	
	

	
	          Sub-total 1.1
	
	
	
	
	
	

	1.2
	
	
	
	
	
	
	

	1.2.1
	
	
	
	
	
	
	

	1.2.1.1
	
	
	
	
	
	
	

	1.2.1.2
	
	
	
	
	
	
	

	
	          Sub-total 1.2.1
	
	
	
	
	
	

	1.2.2
	
	
	
	
	
	
	

	1.2.2.1
	
	
	
	
	
	
	

	1.2.2.2
	
	
	
	
	
	
	

	
	          Sub-total 1.2.2
	
	
	
	
	
	

	
	          Sub-total 1.2
	
	
	
	
	
	

	
	          Sub-total 1
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	And so on for the remaining main budget headings
	
	
	
	
	
	

	
	TOTAL
	
	
	
	
	
	



Financial monitoring document
PROJECT ……………………………
PROGRAMME ESTIMATE   ...……………………………………………………
COVERING THE PERIOD FROM ………………… TO …………………
INDIVIDUAL FINANCIAL/BUDGETARY COMMITMENT No (accounting number)
RECORD OF EXPENDITURE No ...
COVERING THE PERIOD FROM ………………… TO …………………
Detailed table of expenditure in (currency)
	Entry
   No.
	Budget/ analytical heading
	Account heading
	Nature of expenditure
	Supplier
	Invoice
No.
	Date of payment
	Payment file No.
	Amount

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	SUB-TOTAL
	BY ITEM
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	TOTAL
	BY MAIN HEADING
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



Financial monitoring document
PROJECT ……………………………
PROGRAMME ESTIMATE   ...……………………………………………………
COVERING THE PERIOD FROM ………………… TO …………………
FINANCIAL/BUDGETARY COMMITMENT No (accounting number)
RECORD OF EXPENDITURE No ...
COVERING THE PERIOD FROM ………………… TO …………………
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Date
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Title of operation
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Totals

T1

T1

T2

T2
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Account in the

Statement of reconciliation of the balance of the “programme estimate” bank account in (currency) as at .. / .. / ..
The imprest administrator
The imprest accounting officer
(name)
(name)
(date and signature)
(date and signature)

Financial monitoring document
PROJECT ……………………………
PROGRAMME-ESTIMATE   ...……………………………………………………
COVERING THE PERIOD FROM ………………… TO …………………
INDIVIDUAL FINANCIAL/BUDGETARY COMMITMENT No (accounting number)
RECORD OF EXPENDITURE No ...
COVERING THE PERIOD FROM ………………… TO …………………
Cash statement in (currency) as at .. / .. / ..
Account No:
Name:
Explanation for the difference: ……………………………………..………………
…………………………………………………………………………………………

…………………………………………………………………………………………

The imprest administrator
The imprest accounting officer
(name)
(name)
(date and signature)
(date and signature)
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