ISAE FINANCE SERVICES DELIVERY GUIDELINES

In order to guide our estimated clients, Finance Services have issued this document to

guide whoever needs service in the Directorate of Finance. This document explains the

services we offer, procedures to be followed and requirements and the reasonable time we

need to serve you.

The categories of our clients:

1. ISAE STUDENTS
2. ISAE STAFF
3. Suppliers of goods and services

1. Service delivery to students

1.1. Bank slips reception, checking and recording

This activity is done by Accountant in charge of Revenue and Recovery.

Motive of Procedure Requirement Timeframe Note
payment
Tuition and | The bank slip | -Bank slip has to be | Students are | -At the beginning of AY,
registration fees | is presented to | issued by one of the | received from | the special hours are
the banks hosting ISAE | Monday to Friday | provided to ensure
Accountant Accounts (11:00 am to | better service delivery.
officer 12h:30 pm)
-The bank slip is to be -Penalties are charged
presented  within 5 at RWF 1,000 per day
calendar days of delay if the deadline
for registration is over.
Academic Idem Idem Idem Exception is made to
document fees Graduated students
who seek for their
academic degree. The
special timetable is
arranged
Purchase of | idem -Having the invoice or | Clients are
other goods or proforma issued by user | received from
services Department Monday to Friday
during  working
-Fulfill other | hours
requirements of other

above categories




1.2. Living allowances disbursement

This service is offered by Bursary Officer.

It includes the verification of lists sent by REB or FARG and calculation of net amount to be
paid to students and preparation of lists of payments to be sent to bank.

Sometimes the physical checking and other checking of correctness of lists of students are
carried out.

The procedure is the following:

Reception of lists and funds from REB/FARG
Verification of lists

Calculation of ISAE deductions (hostels and restaurant)
Reception of SU/AERG deductions

Signing lists and payment

The reasonable time needed from the time we receive funds and lists of beneficiaries from
REB or FARG is 14 calendar days.

NB: SU/AERG deductions have to reach to Bursary officer by 5t of each month.

1.3. Payment to Students union , AERG, ISAE Mutuelle de Santé

Finance Directorate works with ISAE SU in the following cases:

Transfer of deductions from students’ livings allowances. This payment is directly
transferred to SU and AERG accounts at the time of payment of living allowances.
For SU and MS funds collected during the registration time, the request is made by
SU Guild President and addressed to VRAF based on number of registered students.
The payment is directly done and funds transferred to SU and MS accounts.

When payment request is for transfer of ISAE Budget support to SU/ AERG. The
request is addressed to VRAF through Dean of Students. The budget support has to
be approved in ISAE annual budget and payment is done on quarterly basis.

NB: The payment of budget support is subject to justification of the use of previous
installment.



2. Service delivery to Staff

2.1. Salaries and other benefits for permanent staff (both Under contract and
civil servants):

The preparation of payment is done by Directorate of Administration and Human Resource
Management. (For any problem related to payroll, please see the concerned directorate for
clarification).

Once the payroll is approved, Finance Directorate processes the payment. If the problem at
payment level such as bank transfers issue, Finance Services intervene to sort out the
problem. The staff fills the Help Desk form available in Secretariat/Website and the request
is addressed to DF. The request is processed in 2 working days.

2.2 Honoraria for visiting lectures

Declarations for visiting lecturers are done by the Dean of Faculty on monthly basis. The
declaration is submitted to the Director of Administration and Human Resource
Management. The Payroll Officer prepares the payroll for visiting lecturers. Once the
payroll is approved is submitted to Finance Directorate for payment.

- Problem related to declaration are first addressed to the Faculty to check if the
visiting lecturer was declared in the concerned month.

- Iftheissue is related to payroll (declaration submitted to DAHRM), it is addressed to
the same directorate.

- Ifthe issue is related to payment (say the transfer from ISAE Accounts to beneficiary
account) Finance services intervene. The request can be sent to DF via, email or fill
the form available at ISAE Website.

- Once the payroll is approved, the payment is done in maximum two working days.

2.3. Payment to Casual workers

- The unit /department in need of casual workers has first to plan and put the cost in
their budget.

- The request is addressed to the Executive Council or to the Rector once the former
could not be invited.

- The user department / unit informs Finance services prior to the use of casual
works to avail funds for payment.



- The lists of workers duly approved are sent to Finance Directorate at 4:00 pm for
payment. This should be done on daily basis.

2.4. Payment of mission fees

The mission fees are paid upon presentation of approved mission order.

- The staff that goes to the official mission fills the mission order duly signed by line
manager (s).

- Mission fees are calculated and approved by Head of Unit budget manager. This
should be done in line with the approved rates (transport, accommodation and
perdiem).

- Mission is presented to DF for payment each day from 7: 30 am to 10:00 am (first it
is deposited to Budget officer for VISA and budget execution then DF approves the
payment).

- The mission order is to reach Finance Services at least one day before the mission is
due.

- The maximum needed time is two working days to avail the cheque for mission fees.

NB: Because sometimes signatories are not available, in order to ensure that

each staff goes to mission with mission fees, we encourage all staff to plan
their missions ahead of time.

2.5. Payment of consultancy and Research Funds

When the consultancy /research funds are to be paid form ISAE Accounts, the Team Leader
signs the implementation contract with Vice Rector Academics and Research.

- The project manager brings to Finance Directorate, the contract or MoU certifying
the funding agreement and the proof of transfer from Donor to ISAE Accounts.

- The request for payment is addressed to VRAF after the endorsement of DRTTC and
VRAC.

- The request for payment has to be supported by authorization by VRAC and DRTTC.
The following are the key documents that should be attached to the above
mentioned request: Implementation contract, progress reports both technical and
financial with sufficient, complete and credible justifications of funds usage; ( if it is
not the first time).

- Once VRAF approves the request, he authorizes DF to process the payment.



- Budget officer receives this dossier for checking of completeness of supporting
documents, availability of funds and budget updates.

- After the dossier is checked and approved, the Pay Master prepares the payment.

- The cheque or PO is availed in maximum 2 working days.

2.6. Request for purchase

Any purchase is subject to budget availability. The requesting department has first to get
approval of accountant in charge of Stock accounts attesting that the requested items are
not in stores.

If the cost is less than Rwf 100,000 the purchase is made by single source and it can be
done only once within three months for the same item.

- The payment is made to beneficiaries chosen among three proforma invoices from
different suppliers (to ensure the value for money).

- The request is addressed to VRAF with endorsement of line managers up to Unit
budget manager.

- After getting the view of user department / unit and Procurement Office, VRAF
authorizes the DF to prepare the payment.

- The dossier is received by Budget officer for checking and recording in budget
execution system.

- DF then approves the payment and prepares the cheque or Payment order.

If the cost is above RWF 100,000, the purchase is done through procurement office and
internal tender committee and the payment is made directly to the supplier.

The Tender requisition form is available in the Procurement office and is filled and signed
by competent authorities.

NB: The purchased item is first presented to stores for reception.

2.7. Request for stock release

The release of item from ISAE stores should be done following procedures and
requirements:

- The staff in need of item from ISAE Store writes an explanatory note to his
immediate line manager explaining the use of requested items.
- Once the line manager approves the note, the Good Release Note is filled.



The Unit Budget Manager approves the request.

The Accountant in charge of Stock Accounts checks and certifies the availability of
requested items and updates the stock accounts.

DF approves the release for requested items.

After receiving the requested items, the requesting staff certifies the reception of
requested items.

3. Payment to suppliers

The payment to suppliers is done once ISAE has received goods or services as per

procurement rules and regulations. The process and requirements for paying a supplier are

the following:

The delivery of goods is certified by the Team in charge of reception ( user
department / unit, Storekeeper and procurement officer)

The team signs the provision reception report after checking of delivered goods.

The Good delivery note and Good received note are signed by both ISAE
representatives and the supplier.

The originals are kept by Procurement Officer to match them with the supplier
invoice. One duplicate is sent to Accountant is charge of Stock Accounts and
storekeeper remains with the other duplicate.

Once the delivery is accepted by ISAE, the supplier issues the Invoice addressed to
the VRAF.

Once the invoice is received by VRAF, it is sent to the following units for internal
checking:

o User department / unit to certify that the invoice is in conformity to what
was requested and received in satisfactory quantity and quality;

o Procurement office to check the compliance with procurement law and
contractual terms. If ok, the procurement certifies and attaches the tender
evaluation report, contract, Good received note and good delivery note.

o The procurement office, if satisfied, send the invoice to finance for processing
the payment;

o The invoice is received by Budget officer who checks the completeness of
supporting documents, records invoice in budget management system and
supplier register book and marks with VISA stamp.

o After being checked by Budget officer, the invoice is approved by DF and Pay
master prepares the cheque or payment order.

The invoice received in finance services is paid in maximum 5 workings days.



We think that guidelines will help us to serve you better. Your views on these
guidelines are helpful for us to improve where you think so.

Unsatisfied customer would contact the Director of Finance for any help or
clarification.

We thank you!

Daniel HATEGEKIMANA
Director of Finance

ISAE
Tel: +250788479886

Email: danihate@yahoo.fr or daf@isae.ac.rw
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