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Part IPart I

Request-Cash Flow-Request-Cash Flow-
Report ProcedureReport Procedure



Step 1: Receive from DonorsStep 1: Receive from Donors

E- Director
Receives the 
money from 

Donors to Bank 

Admin/Acct
Collect/Check 

the money from 
Bank 

Donors
Issue the money to

Receipt to Donors

(1)

(2)

(3)



General: What are the requests?General: What are the requests?

Weekly Requests
Monthly Requests

Emergency Requests



Step 2:  Request ProcedureStep 2:  Request Procedure
                          Weekly Requests  
                                 Monthly Requests

•Payers
Prepare the request and  

• PO
Verify and Agree

•E-Director & 
MT 

Approval 

(5) Double check

(3)Check

(4) Submit

(1) Check

(2)Submit

•Admin/Fi. Ass
prepare Account form 

and Clear

(6)

•Admin/Fi. Manager
Check/Summary Budget 

line by Donor

(7)Sign. Receiv



Step 2:  Request ProcedureStep 2:  Request Procedure
                    Emergency Requests

•Payers
Prepare the request and  

•PC or PO
Verify and Agree

•E-Director & 
MT 

Approval 

(5) Double 
check

(2)Submit
(4) Submit

(1)Check

(3)Check

(7)Sign. Receiv
•Admin/Fi. Ass

prepare Account form 
and Clear

(6)

•Admin/Fi. Manager
Check/Summary Budget 

line by Donor



Step 3:  Withdraw from BankStep 3:  Withdraw from Bank

Admin/Fi Assist
Collect/Check the 
money from Cash 

book

E-Director and 
Finance 
Manager 
Approve 

Bank

(1
)S

ig
na

tu
re



Step 4: Cash Flow/Cash advance settlementStep 4: Cash Flow/Cash advance settlement

•Payers
Prepare the Cash 

advance settlement

•PC or PO
Check/Verify

•Admin/Fi. Manager
Check/Summary Budget 

line by Donor

•E-Director & 
MT

Approval 
(5)Double check

(3)Check

(4)Submit

(1)Check

(2)Submit

(7)Sign. Rece

•Admin/Fi. Ass
prepare Account form 

and Clear(6)



Step 5: ReportsStep 5: Reports

Admin/Acct Finance
 Monthly report & Cash count and

E-Director
For approval and 

BoardDonors
Finance Office

Submit the 
report toSubmit

PC & PO

Check



Part IIPart II

Purchasing Procedure & Purchasing Procedure & 
Stock ManagementStock Management



1
Admin/Acct

2
Staff in-charge

3
Suppliers

•Quotation
•Receipts

•Good quality
•Good price

E-Director

Purchasing ProcedurePurchasing Procedure



Stock ManagementStock Management

Suppliers

Storekeeper

Receivers Assistant Admin

Admin/Acct

E-Director


