Regional Capacity Building Initiative

Supporting partner country participation in ENPI CBC Programmes 2007 - 2013

—
’/

Setting up an accounting system
Uzskaites sistemas izveide

Seminars for auditors and financial
managers/accountants

Riga, Tartu and Pskov, April 2012

3 @ wwn
BUILDING A BETTER WORLD

This project is funded by the EU And implemented by a consortium led by MWH



Regional Capacity Building Initiative

Supportlng partner country partldpatlon In ENPI CBC Programmes 2007 - 2013

Accolrtin e racllpbrzmarits Ir) corlefe ',.,

Article 16.1 of General Conditions (annex Il to the contract)

The Beneficiary and partners shall keep accurate and regular accounts of
the implementation of the project, using an appropriate accounting and
double-entry bookkeeping system. The system:

Visparigo nosacijumu 16.1 punkts (Il pielikums ligumam)
Sanémeéjam un partneriem jaglaba precizas un regularas uzskaites par

projekta istenoSanu, izmantojot atbilstoSu gramatvedibas uzskaiti un
divkarsa ieraksta gramatvedibas sistému. Sisteéma:

* May be either part of the beneficiary’s and partners’ regular system or
an adjunct to that system

* Var bdt dala no sanémeéja, vai partneru ikdiena izmantotas sistémas,
val papildinadjums Sai sistémai.
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Accounting requirements in contract

 Shall be run in accordance with the accounting and bookkeeping
policies and rules that apply in the country concerned

* Jadarbojas saskana ar gramatvedibas un uzskaites prasibam un
noteikumiem, kas tiek pieméroti attiecigaja valsti

* Accounts, expenditure and revenue relating to the project must be
identifiable and verifiable

* Konti, izdevumi un ienakumi, kas saistiti ar projektu jabat
identificéjamiem un parbaudamiem
* Detalils on interest accruing on funds paid by EC have to be provided

* Informacijai par bankas procentiem uzkratiem no EK izmaksatiem
[idzekliem jablt uzraditai
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Accounting requirements in contract

Article 16 of General Conditions (annex Il to the contract)
Two options for the project accounting:
* Set-up of separate accounts for the project

* A system ensuring that the revenue and expenditure for the project
(.e. the project transactions) is easily identified and traced to and
within the beneficiary’s accounting and bookkeeping system

Visparigo nosacijumu 16 punkts (ll pielikums ligumam)
Divi varianti projekta gramatvedibas uzskaitei:
atsevisku projekta kontu izveide

Sistéma, kas nodrosina, ka projekta ienémumi un izdevumi (t.i.
projekta darTjumi) ir viegli identificéjami un izsekojami un atrodas
sanémeéja uzskaites un gramatvedibas sistéma
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What is an accounting?

Accounting IS NOT a list of expenditure and revenue.
An excel file is not an accounting system.

General definition of accounting
The systematic recording, reporting and analysis of the financial transactions of
an entity.

Gramatvedibas uzskaite NAV izdevumu un ienémumu saraksts.
Excel fails nav gramatvedibas uzskaites sistema.

Vispariga gramatvedibas uzskaites definicija
Sistematiska registréSana, zinoSana un analize par finanSu darijjumiem
organizacija.
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What is an accounting?

Common provisions on accounting by Financial Regulation (Article
132 of EC Regulation 1605/2002)

1. The institution’s accounting system is the system serving to organise the
budgetary and financial information in such a way that figures can be input,
filed and registered

2. The accounts shall consist of general accounts and budgetary accounts

Kopigi noteikumi attieciba uz gramatvedibas uzskaiti no Finansu
regulas (EK Regulas 1605/2002 132 pants)

1. lestades gramatvedibas sistéma ir sistéma, ar kuru budZeta un finansu
informaciju organizé ta, lai raditajus var ievadit, ieklaut lietas un registrét.

2. Uzskaiti veido visparéja uzskaite un budzeta uzskaite. Sos uzskaiti karto
eiro, pamatojoties uz kalendaro gadu.
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Accounting according to EC Regulations

Definition of general accounts by Financial Regulation (Article 134
of EC Regulation 1605/2002)

The general accounts shall record, in chronological order using double-
entry method, all events and operations which affect the economic and
financial situation and the assets and liabilities of the institutions.

Visparejas gramatvedibas uzskaites definicija no Finansu regulas
(EK Regulas 1605/2002 134 pants)

Visparéja uzskaite, izmantojot divkarsa ieraksta metodi, hronologiska
seciba iegramato visus notikumus un operacijas, kas iespaido iestazu
saimniecisko un finansialo stavokli un to aktivus un pasivus.
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Accounting according to EC Regulations

Some requirements on general accounts by Financial Regulation
(Article 135 of EC Regulation 1605/2002)

* All accounting entries shall be based on supporting documents, to
which they shall refer

* The accounting system must be such as to leave a trail for all
accounting entries

Dazas prasibas attieciba uz visparejo gramatvedibas uzskaiti no
Finansu regulas (EK Regulas 1605/2002 135 pants)

* Visus gramatvedibas ierakstus, ieskaitot kontu korekcijas, izdara,
pamatojoties uz pavaddokumentiem, uz kuriem tajos jabut noradei.

* Gramatvedibas sistémai jabat tadai, lai taja varétu izsekot visiem
uzskaites gramatojumiem.
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General requirements on accounting

All partners need to have a general accounting following the above-
mentioned principles, in conformity with national rules

The project accounting has to be organised as a budgetary
accounting in all partners

Visiem partneriem jabut visparejai gramatvedibas uzskaitei
atbilstosai ieprieks minéetajiem principiem, saskana ar valsts
normativiem aktiem

Projekta gramatvedibas uzskaitei jabut organizetai ka budzeta
gramatvedibai pie visiem partneriem
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General requirements on accounting

The project accounting has to be kept in the national currency, as the
translation to Euro will only be necessary for the financial report to
JMA/JTS.

Projekta gramatvedibas uzskaitei jabut nacionalaja valuta, jo
konvertacija eiro valita blUs nepiecieSama tikali finansu atskaites
sagatavosanai priekS Apvienotas vadosas iestades / Apvienota tehniska
sekretariata.
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What is double-entry bookkeeping?

Definition of double-entry bookkeeping

An accounting technique which records each transaction in at least two
different accounts, as a credit and as a debit. Credit entries represent
the sources of financing, while debit entries represent the use of this
financing.

Divkarsa ieraksta gramatvedibas definicija

Gramatvedibas metode, kas registré katru darfjumu, vismaz divos
dazados kontos, ka kreditu un ka debetu. Kredita ieraksti atspogulo
finansesanas avotus, savukart debeta ieraksti atspogulo Si
finansejuma izmantosanu.
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What is double-entry bookkeeping?

Let's see an example of expenditure in a project-dedicated accounting:

* The debit will indicate to which category of expenditure the invoice
has to be imputed

* The credit will indicate if the invoice was paid by the beneficiary or a
partner. In case of non-dedicated bank accounts, the entry should
also indicate which one was used

|zskatisim izdevumu pieméru kada projekta izmantota gramatvedibas
uzskaité:

* Debets norada kadai izdevumu kategorijai ir pieskaitams rékins

* Kredits norada, vai rékins ir samaksats no sanémeéja vai partneru
puses. Gadijuma, kas nav atseviska bankas konta, ierakstam ari
janorada, kurs tiesi bija lietots
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Reconciliation with reports

Article 16.1. of General Conditions also indicates that:

The financial report has to be properly and easily reconciled to the
accounting and bookkeeping system and to the underlying accounting
and other relevant records.

For this purpose, the beneficiary shall prepare and keep appropriate
reconciliations, supporting schedules, analyses and breakdowns for
Inspection and verification.

Visparigo nosacijumu 16.1. punkts ari norada, ka:

FinanSu parskatam jablat pienacigi un viegli salidzinamam ar
gramatvedibas un uzskaites sistému un pamata esoSiem gramatvedibas
un citiem attiecigiem registriem.

Saja noldka sanéméjs sagatavo un glaba atbilstoSus saskanojumus,
attaisnojosSos grafikus, analizes un tames kontrolei un parbaudém.
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Setting up your accounting system

* Ensure that it is in conformity with PraG requirements, as per article
16.1 of General Conditions

* Design it to provide the necessary information for the interim and final
report (see presentation on reporting)

* Use it periodically to allow a proper follow-up of the project budget
and enable you to identify any major deviations beforehand

NodrosSiniet, ka gramatvedibas uzskaites sistéma ir saskana ar PRAG
prasibam, atbilstosi Visparéjo nosacijumu 16.1. punktam

Organizégjiet to, lai varétu sanemt vajadzigo informaciju starpposma
parskatam un gala zinojumam (skatit prezentaciju par atskaitém)

|lzmantojiet to regulari, lai pienacigu parraudzibu projekta budzetu un
laut noteikt jebkuru batisko novirzi ieprieks
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Setting up your accounting system

* Ensure that there is shared understanding by all partners. If it is a
separate system, use the same for all the partnership; if it is included
In the partners’ accounting, check its adequacy

* Ask support to the auditors on the conformity of the system by all
partners several months before the first reporting

* Nodrosiniet, ka pastav kopiga izpratne visu partneru starpa. Ja ta ir
atseviska sistéma, izmantojiet vienadu visai partneribai; ja ta ir
leklauta partneru gramatvediba, parbaudiet tas atbilstibu

* Paprasiet atbalstu no auditoriem par visu partneru sistémas atbilstibu
dazus ménesus pirms pirmas atskaitisanas
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Archiving of supporting documents

Requirements of your archiving system
Prasibas Jusu arhivesanas sistemai

* All transactions in accounting are referred to the necessary supporting
documents (see presentation on eligible expenditure)

Visiem gramatvedibas darijjumiem jasatur atsauce uz
nepieciesamajiem apliecinoSajiem dokumentiem (skat. prezentaciju
par attaisnotajiem izdevumiem)
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Archiving of supporting documents

* The originals of the supporting documents have to be kept by each
partner institution, but copies (either scanned or physical) are easily
available by the Beneficiary in order to facilitate the financial controls
by authorized bodies. A web-based document repository shared by all
partners may be very useful for this purpose.

* The documents have to be archived in a way that they are easily
accessible after the project closure.

e Katrai partnera iestadei jasaglaba attaisnojoSo dokumentu originali,
bet kopijas (skenétas vai papira) ir viegli pieejamas sanémeéjam, lai
atvieglotu finansu parbaudes pilnvarotam organizacijam. Timekli
organizéts dokumentu repozitorijs kopigs visiem partneriem var but
loti noderigs sim noltkam.

* Dokumenti ir jaarhivé tada veida, lai tie ir viegli pieejami péc projekta
slégSanas.

=l Regional Capacity Building Initiative @ MWH

This project is funded by the EU And implemented by a consortium led by MWH



