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1 Foreword
TheSouthWestIntegratedProject(SWIP)issupportingdistrictsandcommunities‘ to meettheir water needsby sharingthe social andphysicalcapital costs-

planning,construction,organisationalsupport, throughaprocessthat fostersself

I relianceandownership.In sharingcostscommunitiesareusuallyaskedto makefinancial contributions
duringconstructionsandmaintenanceof waterfacilities.ThewaterandsanitaUons

I committees(WSC) who are responsiblefor the overall managementof the watersupplyandarc thereforechargedwith the responsibilityof planning,collecting,
usingandlookingaftercommunityfinancial contributions,areusuallychosennot

I on strengthoftheir fi nancialprowessbut oncriteriaof trustworthiness,confidenceetc, membershavein them..Lackof simplebook-keepingskills havesometimes
ledtoconflictsin communitiesoverfinancialaccountability.Closerinvestigations

I haveusuallyrevealedthat WSCarenot eating”,communityfundsbutthatproperrecordswerenot kept whichcould haveled to transparency.

It is againstthatbackgroundthatSWIPsetoutto makeatrainingguideusinghighly
participatoryadult learningtechniquesto fill the gap.

This is a draft andSWIPscontributionto the nationaleffort of building atruly
communityownedandthereforesustainablerural watersupply.We invite people,
organisationsof goodwill toread,use,comment,criticizewithout letorhindrance
but with ahumblerequestto give SWIPa feed-back.

Greatthanksgo to social mobilisation/ community basedmaintenancesystem
sectionof SWIPfor their effortsin theproductionof thismanual.

Goodreading

Dr. Hitimana- Lukanika
ProjectManager - SWIP

R
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How to use this guide

Your attentionis furtherdrawnto the following:- I
• Language- SWIP, usingthis manualhassuccessfullyconductedtrainingin

local languagesbut with adoseof technicaltermsin English.
Suggestionson “equivalent” termsin local languagesfound in
SWIP areaareattachedas annexC.

• Roleplays- Roleplaysareonly examplesandfacilitatorsarestrongly
advisedto appraisethemselvesof thelocal situation,cultural
andothersensitivitiesbeforeconductingthem. Use of local
namesandparticipantsasactors/ actressesshouldbeencouraged.

• Objectives-The objectivesof thesessionshouldberevealedatthe end
(during “Wrap up”) of the sessionpart NOT at the beginning.
Their inclusionatthebeginningwastolet thefacilitatorsplanthe
sessionwith thoseobjectivesin mind.

I

• Resolution- Almostall sessionshaveaplenaryin whichparticipantsare
calledupontoRESOLVEonanissue.Thisisextremelyimportant
andperhapsthehighlightof thesession.Thisshouldbeaccorded
maximumattentionby the facilitators.

I
I

• Work plan- At the endof the training “RESOLUTIONS” andanyother
pertinentissuesthatcroppedup during thetraining shouldbe
collectedtogetherandtabulated. I

I
I

- I
I.

I
I
I
I
I

This is a“guide” not arecipeor do-it -yourselfbook.At first siteit mayappear
sosincethesessionguideincludesroleplays,facilitatorsquestionsandconcluding
remarksetc.But theaimor atleastthespirit behind, was to providethesession
guideas an exampleespeciallyas highly participatorytraining at community
level is not yet ingrainedin the majority of trainers.Facilitatorsarc therefore
invitedto makewhateverchangestheyfeel arc necessaryto covertheobjectives
of tl)e session.

I
I
1

I
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I ~
An exampleis suggestedbelow:-

Work plan for Masyoro Gravity Schemeon how to plan, collect useand
look after money.

Item, Activity Person
Responsible

Other
Persons

im e Materials
Required Remarks

Start Finish

1. Open Bank
Account

Mr. Kintu
(Tres)

Chairman
Secretary

11 / 10 /
92

-

20 / 10 /
92

- Letter from chief

- Initial deposit of
10,000/=

2 Make a
money
plan

Mr Kintu
( Tres)

WSC

-

15 / 10 /
92

25 / 10 /
92

Call on
Assistanc
of DWO

This is very importantas it allows thefacilitators to follow up andsupportthe
WSC. It shouldberecognisedthat trainingcanonly arouseandsensitiseandthe
bulk of theworkwill bedoneduringfollow up.Without foljow up andsupport
it is highly likely that no actionwill takeplace.

• Sessions:-Dependingon the “level of understanding”of thecommittee,
somesessionsmaybeomitted.SWlPexpeiienceisthatiftraining
is beingcarriedout for thefirst time thenit is worthwhileto go
throughall of them.The‘level’, strengthsandweaknessesof the
committeemaybe identified usingapre-test.A suggestionis
attachedbut canbe modifiedto suitthecircumstances.

In participatorytraining,thereis usuallyatendencyfor
participatorsto be carriedawaywith non substantive,time-
wastingdiscussionsontrivial matters.FacilitatorsareWARNED
to skillfully guidethegroupbackto sessionobjectives.
Controversialor “intresting” topicscouldbewritten down and
discussedduringplenaryattheendof thetraining.

• Venue:- Shouldbewithin theereaof WSCandit is importantnotto mix
participantsfrom differentwatersupplyasresolutionsinsessions
might bespecific.

I

• Councils:-

• Caution:-

It is sometimesdifficult to defineauser’sforum whichis
supposedtomandatewatercommittees.Forasmallwatersupply
all the userswill form acouncil. However,for largeschemes
local councils(RCs)or councilsconsistingof tapstand
committeesetc.havebeenused.
ThereareInstanceswherethemanual deviatesfrom orthodox
financialmanagement.This is deliberate.Webelievefinancial
managementis a tool to servecommunitiesnotvice versa.The
deviationssuitedtheneedsofthelocal communities

li—

• Time:-
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Part I

Planning for Money

A carpenterwho is to makeachairneedsmorethantools, nailsandtimber.He
needsasketchplanto guidehim on howto makeachair.Therefore,whetherit
is acarpenter,awatercommitteeor anyotherpersonor organisation,aworkplan
is necessaryin performanceof anytask.Notethatnot all workplansareput on
paperbut theyareneverthelessmade.A persongoingon ajourneymustplanfor
funds,journeytimeframeetcandusuallyhasclearobjectivesforthejourneyeven
thoughall thesearenotputonpaper.Watercommunitiesareencouragedtomake
andput planson paper. -

In PartI ofthisguide, ‘PLANNING FOR MONEY” attentionispaidtoplanning
for activities that involve moneyfor awater supply. The first sessiondraws
participants’attentionon the importanceof making a moneyplan.The second
explainshowto makeit, thethirdexploresdifferentoptionsawatercommittee
mayuseto planhowto obtainfundsandthelastsessionstressestheimportance
of gettingthe user’sapprovalbeforethecommitteecarriesout the moneyplan.

PlanningforMoneyisthefirststageandfoundationofgoodfinancialmanagement.
It is alsocalledBUDGETING.
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SESSION 1.1

The Importance of having a money plan (Budget)
OBJECTIVES:-

At the end of the session participants should he able to:-

• describe reasons why it is necessary to have a moneyplan.

• explain what a money plan is.

• list advantages and some reasons given for not making a money plan.

P/2hours.

Chalk board & chalk, 15 Newsprints, 2 Markers, musking tape, a table, 2 chairs

and2 plates.

Session Guide

1) Role Play: I
Setting:

(At Mr. Binshobeire‘s home.
It is suppertime, thefamilyandthe visitor-Mr. Binshobeire’smother-in-law
aresetfor supper.Mr. I3inshobeireon tastingsauce,findsthat thereis no salt.
He calls his wife aside.)

There is no salt, what happened?

I boughtajerricanof paraffin,5 kgsof meat,3 kilos of sugarandthemoney
got finished.

I
You havebrought abig shameto our home!!

Ayii’ how couldI haveforgotten!’
Butdon’t you havesomemoneysothatwe sendfor saltfrom theshops?

You know that the shopsareclosedatthistimeandmoreoversaltis not sold
at night!

I
U1

I

TIME:

MATERIALS:

I
I
I
I
I
I
I
I
I

Mr. Binshobeire:

Wife:

Mr.Bishobeire:

Wife:

Mr. Bi sho bei re:
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Facilitator’s Question:

• Whatdid you see?
• Whatdid you hear?

• What was happening at l3inshobcirc’s home?

• Does it happen in our daily life? Canyou give examples?
• Is it a problem?

- • Why did it happen?

• Whatcan we do about it?FACILITATOR’S GUIDE:

• The husbandga~ethe money hut did not assisthis wife on what to buy.

• The wifespenttoo muchmoneyou some hemsand left our necessary
requirements like salt.

• The wife did not planproperly

• Lackof properplanning has brought shameto the home.

• In orderw carry out any activity proper planning is necessary.

Concluding
Remarks:

If Binshobeireandhis wife had planned well, the money would have been
enough to buy food items and no problem would have come up. WhenwepI an
activities in our homesandvillages; such as Christmas, Idd festivals, Weddings,
parties or other traditional activities, we get involved in planning of howto get
the money and on what to spend it, in order to make the activities successful.

2)FACIUTATOR’S -

QUESTION:-
Wehave seen that in our homes and Villages we make plans andsuchplans
arenecessary for our activities to be successful. What could be the reasons fOr
water users to plan for their activities?

U8
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FACIUTATOftS GUIDE:-
IList responsesfrom paiiicipanl.sl.

• They need to identify what activities are to be performed I
• They needto costor find out the moneyneeded I
• The plan helps in finding out the differentsourcesof money e.g how

much a user community may be asked to contribute could be revealed
by theplan

• When user communities are Involved and know before hand of the plan.
they are more willing to contribute

• A planning exercise can assist in mobilising members to support a
contmtiniiy waler supply

• It sets time when tasks are to be started and completed.

3)FACILITATOR’S
QUESTION:

We haveseenthe reasonsfor water usersto planfor their activitiesinvolving
money. What is a money plan?

FACIUTATOR’S GUIDE

• A money plan (budget) identities the amount of money needed and
where the money will he obtained.

• it identifies different needs or tasks and shows die money required for
each item

A money plan (~budget)is defined as ‘Peçiodical (usually annuall estimate of
income andexpenditureof acounuy,an organisation,aprivatepersonor family”.
In our case the money plan is forconstruction arid maintenance of a watersupply.

4’)FACILITATOR’S I
QUESTION

Wehavediscussedthedefinitionof moneyplans. Whataretheadvantagesand
otherreasonsgiven as disadvantagesof planningfor money?

GROUP WORK:
Divide participants into two groups A & B I

TASK:
List Advantagesand ‘reasonsgiven against’ making a money plan I

I
I
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FACIUTATOR’S GUIDE:-

Advantages:

• Planning enableswater committees Jo think of how and where to get
money for future expenditure (spending)

• Planning helps a comrnluee in identifying (foretelling) future problems
and therefore prepare for them in advance.

• Planning helps in identifying expenses which are to be met and managed
by the committee.

• A good money plan can assist the committee in mohilising money e.g.
donors, local authorities, central Government.

• A plan makes chectdng on progress easier

• A plan assists In locating possible sources of money In advance.

• A money plan approved by user communities can assist the committee
to get contributions from members more easily

Reasonsgiven asdisadvantages:

• Actual results are more often not the same as the plans so why should you
plan?

• Some expenses like repairs do not occur all the time. Money could he
organised as and when need arises.

• Constant price changes make prediction of the future very difficulL

• Planning consumes a lot of time

• Plans may cause unnecessary conflicts between the committee and members
~hen actual results differ from the plan.

5) PLENARY
- Groups presenttheir work.
- Participants disdussgroup work.

- Participants to resolveor agreeon whether moneyplansareusefulor not.

I

I
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6). CONCLUSION
Inspiteof enoughmoneybeingmadeavailableto prepareforthevisitor, lackof
properplanningbroughtaproblematBinshobeire’shome.Likewise,for awater
committee,It is importantto havea propermoneyplan. As we havediscussed,
theadvantagesfaroutweighthedisadvantagesthus,makingamoneyplanisvery
usefulfor a watersourcecommittee.

Money plans are not only useful for water committeesbut even for other
organisationswhichhandlemoney.In Ugandaeveryendof JunetheMinisterof
Financereadsouta“Moneyplan”alsocalledaBUDGETtotheNation.Likewise
district administrationsalso preparebudgetsfor eachyear. It is therefore
extremelyimportantthat you as committeememberspreparemoneyplansor
budgetsfor your watersupply.

11IJ
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SESSION 1.2

I Making Money Plans (Budgets)

OBJECTIVES:

At the endof the session, participants should he ableto:-

• describeinformationneededto preparemoneyplans

• explainthe reasonslikely to changemoneyplans

• makeamoneyplanfor their Watercommittee.

TIME:
P/2hc~Jrs

MATERIALS:
Chalk, Chalk board, 15 Newsprints,3 markers,masking tape, individual
exercise,groupexercise.

SESSION GUIDE:

1 )FACILITATOR’S
REMARKS:

In orderfor awatercommitteeto avoid problems,causedby pooror lack of
planning, membersshould makepropermoneyplans for their watersources.
Whenmaking moneyplans, committeemembersshouldlook at all possible
changeswhich mayinfluenceandthereforeaffectmoneyplans.

2)FACILITATOR’SQUESTION:

As awatercommittee,whatinformationwouldyouneedto assistyou to makea
moneyplan?

FACILITATOR’S GUIDE:• Money collected(incdrne)and moneyspeni(expendiLure)duringthe p a s t
- years.

• Pastexperience’sùf usercommunity’sabilily andwlllln~nessto contribute
.money. .

• Likely changesin prices . .

-. .. ~--- .. . ‘.- ~ ‘ç~.,

- S Numberof peoplein the user-community -

•12
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- -- ------ - • Present wages & salaries
• Cbangesinsource~ofnioneye.g.weatherdepemlani sources like cash crops

3)FACI LITATOR’S
QUESTION

• Experiences from oUitre~iahll~Jied~arercomrnlneec(Iniporiant br
new comn]iltees mak[ng money plans for the rust time).

—- .—... ~a.aa..., ~ -

I
I
I
I

Whatarethe likely sourcesof Incomefor awatercommitteeand whatmight
influence andchangetheexpectedincome?

I

FACI LITATOR’S

- --- _..; t—

GUIDE
Responsesare listed on the chalk board iw NewsprinL

I

SOURCESOF

- INCOME

I LJqcT Ices

2 Connectionfees

3 Dctiadons

4 Aries

5 RùadToll

6 RSni5ing

Grauis Inin
7 Goverrsmna.Local

& Central)

Assistance fivtn8

CHANGES WPUCH MiGHT
AFFECTWATER SOURCE
MONEY PLANS

Number ~(

Number 0E uwra

Czsnmince etficreney

Numberof dtholters
Canmitiec effiecier~cy

Canmjuec ettlecieacy

Publicity

Suppca-theattitudes

(‘ainninee’s ability to nic1ñhse

I

--

-- . ~

-~ ~ -wn~’ “~~— - --.‘ .4 ‘‘t -.. t-,
t ,~4 ,;.. , .. —

-.- -,-r •-.---.-- ,.~“tt’~ - --

r- ,.,. ~ fl--~—, n ~-a~ ~ ~k+ ~ ~ ~

1
I
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4)FAC I LITATOR’S
QUESTION

What arethelikely expensesfor thewatercommitteeandwhatmight influence
andchangetheexpectedexpenses?

ResponsSarelistS on chalkboardor Newsprint

FACIUTATOR’S GUIDE

EXPENSES

1 Spareparts

Allowancesfor
workers

Materialse.g
ccment

4 Training

5 Stationary

6 Transport

WHAT MAY BRING CHANGE IN
EXPECTED EXPENSES

Committeeefficiency
Prices

Minimum wage
Costof living

Prices

Need for training

Prices
Nc~.of users
(e.g.useof receiptbooks)

Pricesfor fuel, oil, sparepparts

— - — ~_~»_‘. -t- t t- ½

•14



5)Facilitator’s
Question

FACIUTATOR’S GUIDE:

- A GuideFor Commui’thyWorkers

Thecothmjtteecompilespastyears money records for guid1n~them
- —-~ ‘when making a ~oney planfor the nextyear.This includes:..

Different sourcesof moneyandtheamountforeachsource.
- Different expenses paidandtile amount for eachexpense.
- The moneyplanfor the paslyear.
- The balanceof moneyleu at the endofthepasryear.

S The committeemakesatableto assisLthem In.ç)rganislng pastmoney
records andnextyearsbudgetflguresasbe~ow:-

1
I
I

I
1

I
I
I
I
I
I
I
I
I

15~

I

How do we makea moneyplan? I
I
I
I

Vote/Item
~,
I~).

I’JCC*vE
~ney F~

(Budget)
Past year

Actual mcn~’
~ved or

spentpast year

Mney Idan
(Budget)
Next year

Balance left from last year
Inc. 1 Donations
Inc. 2 Fundr~ising
Inc. 3 Userfees
Inc. 4 Connection fees ?
Inc.5 Fines

TOTAL INCOME

EXPEJ’JDmJRE
Ex. 1 Tools
Ex. 2 Allowances
Ex.3 - Transport
Ex.4 Stationery
Ex.5 Spain parts
Ex.6 Training

Balance left

N.B Thefiguresfor pastmoneyandthe Actual moneyreceivedandspentcould
be obtainedfrom water committeepastrecords.The questionmarkin thelast
columnindicatesthatyouhavetofill thatcolumn,thusmakingabudgetfor next
year.
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• 1~biflr8tc6iumn records the vote or item number fáïa pariiculais6urceof
[nom~or Expensefri5m pastyear’s budget. It Is a referencewhich links the

~-~: ~ moi yplan(budget)to acwalIncomeand e’cpendlture.
---“w,- - ~--.~--—.- ~ .- .-•~- •—•_ _----~

~ ~ — __—. --.-~ •~.. •‘..

• The committeefills the table, with money figure~»for the pastyear.
j - -- —••~-- ---=--

• The committeemakesa moneyplan (budgeL) for next yearby J’iUing the
last columnof the Lable named“Money Plan (Budgel) for next yea?’.

— :---::-~. —.-

- ~ Individuai Exereise

Kitanga water committee had the following information
for the past year:-

Money left from the previous yearwas Shs.3,000I=.From ‘Donations’
theyreceivedShs.l1,000/=, and Shs.32,000I=hadbeencollectedfrom
‘Fundraising’.For thesameyear,the TreasurerhadpaidShs.20,000I=
on ‘transport’ and Shs.24,000I=for ‘workers allowances’ only.

The past year money plan showed the following:-

Money left from the previousyear was Shs.4,000I=. The committeewas
expected to collect Shs.15,000I=from fundraising,and Shs.20,000I=from
Donations. Shs.15,0001= was to be spenton transportand Shs.24,000I= on
workersallowances.

The committeehad gathered the following information to be considered
when makingabudgetfor nextyear.

- The public hasbeenmademoreawareabouttheneedfor supporting
community water sources.

- Transportcostsmaygo up due to expectedprice increasefor fuel, oils
andspareparts.

- It is unlikely for government to increasesalariesand wages.

The referencenumber’s for thebudgetareas follows:-

Votefltem No. Nameof Item
1. Inc. 1 Donations
2. Inc. 2 Fundraising
3. Ex. 1 Transport
4. Ex. 2 Worker’s allowance

Tasks:-
1. Using a penand a ruler,drawatablefor money records.

2. Make Kitanga water committeemoneyplan (budget) for next year.

•16
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A GuideFor CornmunttyWorkers

• Completed Individual Exercise may look like this:-

KITANGA WATER PROJECT

- Divide participantsin groups A & B

Useyourcommitteemoneyrecords,to makenextyears’ moneyplan(budget)foryour water supply.

S In caseparticipants do nothavepast moneyrecords,thefacilitator can
useKigarama water project moneyrecordsbelow, as a basis for making
their own water supply moneyplan.

I
I
I
I
I
I
I
I
I
I

Vote/Item Money Plan Actual money Money plan
~.1 INCOME (Budget) received or spent (Budget)

Past year past year Next year

Balanceleft from previousyear 4,000 3,000 2,000
Inc. 1 Donations 20,000 11,000 15,000
Inc.2 Fundraising 15,000 32,000 40,000

TOTAL INCOME 39~)00 46,000

EXPENDITURE
Ex. 1 Transport 15,000 20,000 30,000
Ex. 2 Worker’s allowances 24,000 24,000 24,000

Balanceleft -- 2,000 3,000

TOTAL EXPENDITURE 39,000 46,000 57,000

Group Exercise

I
I
I
I
I
I
I
I

17~
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KIGARAMA WATER PROJECT

TOTAL INCOME 220,000 202,000

Completedmoneyplan for Kigarama may look like this:-

lUi

TOTAL INCOME 220,000 202,000 225,000

EXPENDITURE 30,000 20,000 22,000
Tools 28,000 20,000 30,000
Allowances 25,000 30,000 36,000
Transport 15,000 20,000 20,000
Stationery 80,000 20,000 80,000
Spare parts 20,000 70,000 20,000
Training 22,000 15,000 15,000
Emergency -- 2,000 2,000

Vote/Item
No.

INC 0ME
Mon.y Plan

(Budgst) Past
ysar

Inc I
Inc. 2
Inc. 3
Inc. 4
Inc. 5

Actual monsy
r.c.lvsd or sp.nt

past ysar

Balance left from last year
Donations
Fundraisin g
User fees
Connection fees
Fines

Monsy plan
(Budg.t)
N.xt y.ar

10,000
20,000
70,000
80,000
20,000
20,000

10,000
15,000
59,000
76,000
30,000
12,000

7
7
7
7
7
7

EXPENDITURE
ToolsEx.l

Ex. 2
Ex. 3
Ex 4
Ex. 5
Ex. 6
Ext. 7

Allowances
Transport
Stationery
Spare parts
Training
Emergency

30,000
28,000
25,000
15,000
80,000
20,000
22,000

Balance left

20,000
20,000
30,000
20,000
20,000
70,000
15,000
2,000

7
7
7
7
7
7
7
7

220,000 202,000

Vote/Item
No.

INCOME
Money Plan

(Budget) Past
year

Balance left from prevIous year
Donations

Actual money
received or spent

past year

Inc . 1
Inc. 2
Inc. 3
Inc. 4
Inc. 5

Money plan
(Budget)
Next year

Fundraising
User fees
Connection fees
Fines

10,000
20,000
70,000
80,000
20,000
20,000

10.,000
15,000
59,000
76,000
30,000
12,000

2,000
22,000
75,000
76,000
40,000
10,000

Ex.1
Ex. 2
Ex. 3
Ex. 4
Ex. 5
Ex. 6
Ext. 7

Balanceleft 220,000 202,000 225,000
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I

- Groupspresenttheir work.
- Discussgroup work
- Makea resolution on making a moneyplanfor your watercommittee. I

Welookedatthekind of informationneededto makemoneyplansfor our water
supply. This includesmoneybudgetedfor thepastyear, actual amountobtained
andspentand otherchangeswhich may affect future watersupply activities.
Finally, we worked out exerciseson how to make a money plan.

If wecarrythroughourresolutiontomakeamoneyplanforourwatersupply,we
shallhaveachievedthe objectivesofthis session.

I
I
I
I
1
I
I
I
I
I
I
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6) .PLENARY

7). CONCLUSION

I
I
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SESSION 1.3

How to raise Money
OBJECTIVES:

At the end of the sessionp-articipantsshould be able to:-

TIME:

MATERIALS:

S identify differentwaysof raisingmoneyfor their waterpoints

S makeaplanfor raisingmoney

l½lxjurs.

SESSION GUIDE:

Chalk, Chalkboard,10 newsprints,2 markers,exercisebooks,pens,masking
tape.

Group Exercise:

1). Facilitator’s Introductory remarks:-

During the previoussessions,we dealt with planning as a basis for water
committeefinancial activities. A moneyplan, identifiessourcesandusesof
money. In thissession, we aregoingto look closelyon howawatercommittee
could raisemoneyto constructandmaintainawatersource.

2) Group Work

- Divide participantsinto two groups A & B
- Issuegroupexercise

Task:

Your communityhasbeenexperiencingawaterproblemfor alongtime. You
have been selectedto serveon the water committee.

One of the immediate tasks is to plan on how to raise Shs.4m1= to meet
constructionandmaintenance costs for the following year.

Work out options andmethodsfor raising Sh.4m/=for your watersource.
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FACILITATOR’S GUIPE:
- , — —- - - - - -

User fee
S This isa perludkalcontnbutionfrom us~..rmembersas decIdedb) the I

Z ~- àt.con{niunlty council. In someconununidesthefee Is paid by iax
- - î - ~payersandp othersby households.

c. Us~rie~a)ioch~?gedtoThkilvidualswh~Ymayccinneciwatersupply
- . Ltotijirhj~ùsès.. - -. -

- .— r~—~~-~~‘~-- -

), ~ ~ . -

- ,f~•Cpqnection fee:
Ln~ornepipedv~atersystemse.g.gra’.It) Waler schemes.thereare pi’iple or
organisations~hicIi may want to lake water to theIr houses.Thesepeupleor
organisationsarechargeda fee for cc~nr&ecUngwalertu their houses.This fee

- - . . :. Isusuallychargedonze. -

I Sfln~ -

Thecc’mnmlucesels rulesandregulationswliicn governdie useal UK’ %‘uler

supply 11~atisewlic~breakthem arechargeda ice decIdedby the comumirtee.

- - 5 Labour; . I
- UsercuTninunidesmaycontributefree laboureitherduringcunsirueflonor

laterwhenmaintaininga Ysatersupply. li the labour coru.rlbucedva~.salued.

it could reflect an importantsourceof money.

S WomencontrIbutIons:
In soniccommunitieswomenmaycontrIbuteWings in kind sucnas

- - - --handçialls.The’;ccuold he suldlater andretcnnrnne’1.

• - - S Incomegeneratingacll~IIies: - I
- - -.!. - - Cunmiuffltie~euuld ga~sedieniseIc~ami obtainconuactswbere

- - theydo manual~xorkandget money. In KabaledistrIct. v~aieruserS

conimriunlly contractclearingof land iOAv.paivtaeInI’i rai andget

-- .- - muney.

- - - - ~ Communitiescanacquireland,plant treeswhoseUmbercan~e I
- - Il . ::... sold toineetfuture largenialnienance~c.cislike replacementof pipesor

- . --. bere-l~lalluuons

- - Cummnuniuicatould cragageIn planting arid selflngof ceedlwgs. I
S CentralCo~’ernrnentGraniLs:

Central Gçtvernincutcould give grantsto the atercommittees. . -

Y -- ~. S Local Goyernment: - -

-~ -~~~Lrxa~ authuntiescouid sci asidepart of lax coliecciunsfor deseiopmental~t~..15ff~ç.5 The waler tonmillrees snuul’Japproachrelevant juthurities

1ovekpmenialitn. .:.~. .,,,:,.. ,~--,: ,. ,, ~. I
21U I
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I
- ~. . -

.~a4’?—‘ ½
~ .~r’rr’r

I .---+~~- i’W~T~2~Sfl-

I . -~:•.-! ..::, -. :.:.ra~.&cMartetçtIEges: .- -

In miîikd~IaaiaJ In that iomrnunity are
• ~ chig&~â cçrlaln lee for useon water supply attlvffles
• ~ ~

tA ~ p~ Fun iralsing:

I ~ Door 6do~aa1~Commuwemembemmay giltô different~ ïhècôñiiüùdt ~ñkth(for ässThtanee.

~ ~ ~ ~ IV....

~

I - ;r ~:tt; èt~tî.~’

I tm.ze~*~~
a •i:;~t~.‘ - -

--~ ~..

R -I

I . .:.z~±c-.., ~r_riiz—tw~aAr~Vi4zt4

~—r-~-~r~ &~#-‘

e

~�TT~ :: ~ ~

~t~’-~- ~. .s._,. ~ ~. .. ~ ~ ht.~Çh .4Øa~Lfl~
-. —~~-ganislngconcerts cfrania tiubs football matchesetcandchargeentrance]j~ thigat~tôIiethonswith

r who provideroom or a field In caseof r&&tbiir

~
~ t r4—fl.. ,c:’tp... Y~- ~

I
I

-. __~_~, h ...-, •-~. —.

ruazcollec
trnoneyfromlocal aedvities So~neofthe

!~i~ ~,Lt’~’.4~anw..” -u. r~t~ttrzw.

1i~criyriom iàa~dithSs. h

~çh~ storesathertoi Coffre, csaL

f&àoiiirruciiin alid useof ~7ãter.

.. - —~
--

;rs organiseaday for
iiciflflii~fU&ietfiuii 1E~i

I
I
I
I

.oe#? ~s

a
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-- - public, non-government organisations wi thin thecountryor NGO’s from
-~ )4 ç~thercoupujes

~ ~ .. -

mayorganiselotteriesor raffleswhereprizesaregiven

~ l~u~Jcywinners. 1s~Ioneyis collectedfrom the public andlucky
-~ pe~1eeivepr~z~s.- -- . .

.._~.. —~.h-_h -. - ~ ~ .•- — —

- - -~‘-u.. . -. ~. ... .~u....., -~-.u~~-,---... ~ ~ ~ ~ t h --

I
I

3) PLENARY

We needmoneytospendon constructionandmaintenanceof awatersupply. The
main source for the moneyare the user-community, the Government and the
general public. The amount ofmoneycollectedfrom thedifferent sourceswill
largely dependon the ability ofthe committee’sefforts to mobilise.

I
I
I
I
I
I
I
I
I
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I
I
I

4). CONCLUSION

- Groupspresenttheir work I
- Discussgroupwork
- Makea resolutionon raisingfunds.

I
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SESSION 1.4
Presentation and Approval of the

I Money Plan
OBJECTIVES:

At the endof the sessionparticipantsshouldbe ableto:-

S explainreasonsfor presentingamoneyplan

S describehow to presentamoneyplan

TIME:
l½hœrs

MATERIALS:
Chalk, Chalkboard,8 Newsprints,2 Markers,Maskingtape,ExerciseBooks,
Pens,Groupexercise.-

SESSION GUIDE:-
1)RoIe Play

Setting:
(MembersofTwimukyeCo-operativeSocietyhave gatheredat a community
centre hail readytodiscusssocietymatters.It is their Annual GeneralMeeting.
After a shortprayer, the C’hairman addresses’the meeting.)

Chairman:
Dearmembers,I am gladto announcethatduringthepreviousyear,we madea
profit of Ush.150,000/=.!amalsopleasedto informyouthatwemanagedto buy
abicycleatUsh.80,000/=,increased workers salariesandpurchasedstationery
worthUskSO,000/=intendedto lastoneyear.

Mrs. Byandusya: (Putsup her arm and shouts) Mr. Chairman,I am seekinginformation.

Chairman: Yes, Mrs. Byandusya

Mrs. Byandusya: Thank you Mr. Chairman. Sorry to interruptyour speech.It is goodthat the
societymadeprofits,.but who authorised thecommitteeto buy a bicycle,
increaseworkers salariesor evenlock (hold up) our moneyin stationeryfor
a whole year?

Mr. Katureebe: (Without seekingpermissionfrom thechairman)
We aretiredof thecommittee’sdoing things behindourbacks!

Mrs.Rwagaba: Thesepeopleare not serious!

(Themeetingendsin uproar.) -END-



FACIUTATOR’S
QUESTIONS:-

• Whatdid you see?
• Whatdid you hear?
• Is therea problem?
• Why shouldthecommitteeseekapprovalfrom members

beforespendingmoney?
— —: .: h. —

berd tuvea~sembtedrçady to discusscocielyn-hatters
LmP*IP~$S~L»cflJtetJng

iç)’ has mAde a profiL of Sh.150.000h’
-k~ -~ u: ~ ka~boughta bicycle atShs..8O.i)i)Y=

~j ~ø Thecvrnmlr~eincrta’çdbalailesfor %orker%
h ~ ..4~• Thç’y bc’ufll s-tathine~worth Stth Si) 0001= Nttrnatedto 1II’4 ûne

~

~ lpdabti~he comm tiee~cpendirigsocietymoney
$1.. f ~ t..- ~~ffout their 7~uthorl!)
~ 7)ie to~rn1jjç~..zuedsclIhout authority Irom theCouncil

- - —d X — ~“-‘j~Jai~d Uie meeUn~tailed to nkeplac
•n j~There i~,needLor the conimirleet~seekapprotalof themoneyplan belore

-~ t;~t&~r - -
- S.~ ~ -?~~“ t. ~ •~. I g. ga,e~ a%~L4!~,I,. 44dÇM4l~.t~h 4frrr~~l~, . - - -- -

it is possiblethatthecommitteedidnotmisusethemoneybuthadspentmembers
moneywithout authority. If thepreviousyear’smoneyplanhadincludedthe
itemsin questionand themoneyplanhadbeenapprovedby thecouncil, most
likely, disagreementscould not havearisenand themeetingcouldhavebeen
successful.

I
Whatarethereasonsfor seekingtheapprovalof themoneyplanby membersor
theirrepresentatives?

FAcILITAT9Fi’sGUIpg .. - - -

~ ~- ~ ~ «~f• AJI approv a’ney plan ii. is a~a tontrol nIeas~uIeb) members
r~L.-’~Ç~ 46 rb~ ~r’~ ~ t

~ -• Whendlsiucstngthemoneyplan,membersmasconw up with newldea~— ~ -t~ ~ k~’ — - -

~ — ~ _~-“ u
~c~roye!ijnone~planmakesthecommitteewockmorecotitidentiy

F ~ havebeengiven authority [irnay reduceuniou.ndedrumours

- ~:j~ ~ - -~

plan hasbeenapprobed,a cornthitwefinds il easyto gef

T~
4.,, j~~I ~ cyr.~tj~~’T 1:~~~t~/1
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Facilitator’s
Concluding
Remarks:-

2)FACILITATOR’S
- QUESTION

I
I
I
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- • An approvedmoneyplanIsa decisionby all membersandnotaone-nun’s

-: dedsion - -

• An approvedmoneyplan helpsto solicit moneyfrom donors.

I 3)FACILITATOR’S
QUESTIONS:-

Wehavediscussedthereasonsfor acommitteeto seekapprovalfrom thecouncil
for a money plan.

Whatpreparationsaremadebeforepresentingadraftmoneyplan?How doesthe
committeepresenta draftmoneyplanfor approval?

FACIUTATOR’S GUIDE:- - - - -

The committeearrangessuitabletimeandvenuefor themeetingIn consultation
- with thecouncil. Thecouncil mayconsistofuser-communitymembers or their

representatives.

• An AgendaIs preparedandmayconsistof the folJowing:- -- -#

- Chairman’sspeech -

- Readingof previousminutes -

Mattersarising - -

- Treasurer’sreport which Includespastaccountsand -

- proposedmoneyplanfor next year.

- Discussionof moneyplan(budget)for nextyear. - -- - - —

FACI LITATOR’S
REMARKS:-

During discussions,membersmayseekclarificationsfrom thecommittee,they
may criticise,alter oraddideasto themoneyplan. If themoneyplanis accepted
or amended,aresolutionis passedapprovingthemoneyplan.

FACI LITATOR’S
QUESTION:-

Havingmadepreparationsforpresentingamoneyplanfor approval,how do we
presenttheplanto the council?

I R26
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4) GROUP WORK:

FACILITATOR’S GUIDÉ h- -- - -

- -,:-~-~s~• ~tpartici~antsrem~n in theirgroupsA & Bas!ormedin theprevioussession

- .-~ -~ ~ ~Iien theymademoneyplans(budgets)usingtheir own waterpoint irioney
- - -

- z--ç-’ ------ ~ t~ ~—---;---;;- ;~nx:e-.’ - -- . -

- - - - ~ Croup A’ icts~a w~ercommittee andpresentsthemoneyplan(budget)they
- -~: .-~ -- ~thhdéÏ6Group ~B’whosemethbersactascoun~illors. -

- • The chairmanof Group ‘A’ controlsthe meeting,decidingon who to speak
- - ~duiing the discussions. -- -

-~ --- • Thech~rnaanpreserlic an agendLl andtheygo tl~uughlr. -

C I -~ ThelreasLirc ~nGruup A ri. jqjs the prupthedmoneyplan (budget)along
-- - -- with a~tu1ilmoneycollectedajid actual tnnn~’spentduring thepa~.tyear.

.,.,.- a~ ~..:-.t’- :- - — -

s ~ • Mçmbercol Group B raisepoints~ hi-ic. LIxy sc.ekLlartflL atlonor t~herethis
- L-.. — ~--. feel changesshouldhe made

~ _~~~4-~T ~‘fr -n- a- r r

-i ~‘i - ;-c - - ! The rnect~npmakes necessaryadjusunentsanti finally a resolutionk passed
Çkr~ãpprovingWi. moneyplan(budgct).

r.c~9~.~A.fl; .o ~kt~A~’~ ‘WS~~ - ---~ -

5) CONCLUSION
It is importantforthewatercommitteestoknowthereasonsforpresentingmoney
plansto thecouncil andto understandhow suchplanscanbepresentedto the
councilforapproval.Theroleplayatthebeginningofthissessiondemonstrated
to us that council membersareentitled to approvethe useof fundsbeforethe
committeegoesaheadto operate.Weconsideredthe arrangementsmadebefore
moneyplans arepresentedto the council andfinally did an exerciseon how
presentationofthemoneyplancanbeconducted.1hereisneedtopresentmoney
plans to thecouncil.

Presentingmoney plans (budgets)for approval is not done only by water
committees. The District Administrationspresentannualbudgetsto district
councils,while centralgovernmentsseekapprovalfor nationalbudgetsfrom

parliament.

I

I
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PART TWO:

I Receiving ,Using, Recording andAccounting for Money
INTRODUCTION

I 28

The secondpart of this guideje “RECEIVING, USING, RECORDINGAND
ACCOUNTING FOR MONEY” is part of the secondphaseof management
knownas “FINANCIAL OPERATIONS”.In thispart weshalldiscusshowthe
moneyreceivedandpaidbyawatercommitteeisrecordedandthenaccountedfor.
The first sessiondealswith the first recordsmadewhenreceivingor paying
money;thesecondexplainshow awatercommitteecould go aboutopeninga
bankaccOuntandthe thirdcovershowto pay moneyinto thebankandhowto
withdrawit from thebank. Thefourthsessionbringsto light asimplemethodof
recordingcashtransactionsfrom thefirst recordswith the purposeof tracing
moneycoming,moneygoingoutandmoneyleft. Thefifth session,showshow
informationin therecordbook(cashbook)couldbebuilt up intodifferentincome
andexpenditureaccountswhichwill beusedto explainto waterusershowmuch
moneywasreceivedor paid on eachitem andwhetherawaterprojectmadea
surplus(profit) or loss(deficit).
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SESSION 2.1

The First Records Made When
Receiving or Paying Money

OBJECTIVES:

TIME

MATERIALS:

At theendof the sessionparticipantsshouldbe ableto:-

• Identify documents where recordsof moneyreceivedandmoneypaidare

made.
• describethe informationfoundon thosedocuments.

• describehowto recordmoneyreceivedandmoneypaid.

l½hours.

Chalk, Chalk board,12 Newsprints,2 Markers,Exercisebooks,Maskingtape,
Pens,Receipts,Vouchers.

SESSION GUIDE:-

1 )FACILITATOR’S
INTRODUCTORY

REMARKS:

2)FACILITATOR’S
QUESTION:

A watercommitteeafterobtainingapprovalfrom council for theirmoneyplan,
isexpectedtogoaheadandimplementthatplan.Implementationofamoneyplan
(budget)will involve receivingand/orpayingmoney.

• C-,- ~ ~~jfl

whom moiiey is received
~ ~ ~ ~--~:~-.• ~received(words& figures)

~

29~I

I

Whatkind ofdocumentswill thecommitteeusetomakefirst recordsforrecelving
money?

.—~ ~ - v~-~ ~-•

which moneyreceivedIs recorded. The
onare~FIpL~

~_~‘—~ ~ •~d- ~ L ~1. - -.

I
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~-Date -

‘~Signaiureof thepersonwho receivedii andstampof theorganisation
- - Stamp

- - /~-receiptandacopy aremade.Theoriginal Is given to thepersonpayingthe~ ~ th&duplicaterdmathswith thecommitteefoi thrurereference.

Showthema copyof areceipt.

FACILITATOR’SQUESTION:
Whatkind ofdocumentswill thecommitteeuseto makefirst recordsfor paying
money? -

FA~IUTATOR’SGUIDE. - _: —
- _ - r

:.~ ~ ~ -

-- ~Avoucheçl~thetIrs.t docurn~pr~jLtcu ticfor~moneyIs paidouL fl~following

—-- - ~
- - . ~-~r-•?- .~nn-~-- —-~--~~- -t-~p!;~.- ~ ~. -~ 1~_~7~_ ~- --- -~--!4.-

t_r_ ‘7 ~ • ~t~C~1” ~

-—

-~ ‘. - —. •~• -~kVo~cbrr~qibe .- -
. . • :-~‘~t-~~’.Datç -- - - -

- -~- y ~ -- ~~i.-}t

4-~~ ~ t~ ~ ,~Mi ~ - --=~s---wf~-- .-~M~’; - -
-~. C$$~! Icr~e~nccnurnfroiwQ~ern~peypIan(seesessIon1,Zandthe

•;~ 1~ ac~i5iiiiitQfr~ffefledin the np~fldi~üt6ook (setses~kui2.5’~ -~rIx I -,. - -& e.-- -~

:~ ~-4i~ppunt wordc ~ - -‘ - ~- C :.E,~M~ature9!)~be~ money - - —
~ • r :$lgnamreo! thepersonwhopreparedthevoucher -

-~ î a \j. ~4 ~ ~ ~ ~*..4 ~

•30

Tel: RECEIPT P.0. Box

No. Date 19...

RECEIVED front MIs

thesumofshilli’zgs

Beingpaymentof

Cash/ChequeNo.

Shs:‘~~
With Thanks Signature
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I
I

Sljnaturçof the personwho authorisedpayment I
- Stamr otthe organisation - -

~ ~ . ~ tM2o~ow~~ ~½~4’S-- ~Ç,4,

TEL CASH VOUCHER P.O.Box
No: 19...

DEBIT TO M/s

PARtICULARS SHS CTS

PERPAREDBY AUTHORISEDBY ~.

FOLIO RECEIVEÙBY
3) FACILITATORS

QUESTION.

FACIUTATOR’S GUIDE

Hew do we recordmoneyreceivedandmoneypaidon receiptsandvouchers?

0 Let participantsdiaw receiptsandvouchersin their exercisehooks.

I
I

• Issuethem with the Individual exercise below:-

INDIVIDUAL EXERCISE

- Thefollowing informationwas obtainedfroni Kyanarnlrawaterproject. On 1st
March 199! Mr. l3ikaku paidShs.300/=as a donationto theproject. Mrs. F.

Mutono, theTreasurerfor tile project,recordedit on a documentnumbered45.
On3rdMarcht.hesameyear.MIs Gulf stationery,sold2receIptbooks@ Sk500=
to Kyanamlrawaterproject. The moneywaspaid by usingadocument,which
was preparedby Mr. Lubega.andnumbered~5. The moneywasapprovedby
MLV. Tenywaandeventuallyreceivedby Mr.P. Musoke. Thereferenceon the
moneypian is Ex.12-STKflONERY andINC. 4-PQNAJIPNS.

TASK:
Write documentson which to record moneyreceivedand moneypaid for
Kyanamirawaterprojectwhoseaddressis P.O.Box 567,Telephone484,Kabale.

Showt hema copyofa Voucher 1

I
I
I
I
I

I
I
I
I
I
I
I

1U I
I
I
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4) PLENARY:
- Oneof the participantspresentshis work
- Discussthework presented
- Makea resolutionon making receiptsandvouchers,amust for all the

activities involving money.

FACILITATOR’S GUIDE
CompletedWork ShouldLook Like This:-

KYANAMIRA WATER PROJECT

KYANAMIRA WATER PROJECT

TEL PAYMENT VOUCHER P.O. Box
No: 19...

DEBITTOM/s

PARTICULARS SHS CTS

PERPAREDBY AUTHORISEDBY
FOLIO RECEIVEDBY

I U32

Tel: RECEIPT P.0. Box

No. Date 19...

RECEIVEDfront MIs

the sumofshillings

Beingpaymentof

Cas!i/ChequeNo.

Shs:nfttjjtjjSA
With Thanks Signature
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Wehavediscussedhow awatercommitteestartsimplementingamoneyplan
(budget)by receivingandpayingcash. Wehaveidentifieddocumentsusedto
makefirst recordsfor moneyreceivedandpaid. We furtherdiscussedthekind
ofinformationfoundon thosedocuments.Lastlywe workedout anexerciseon
making first recordsfor moneyreceivedandmoneypaid.

Receiptsandvouchers,arethefirstdocumentswheremoneyis recorded.These
documentsarethe foundationfor all moneyactivities andfor., themto be valid
all informationrequestedmustbesuppliedand filled.

I

I
I
I
I
I
I
I
I
I
I
I
I
I
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5.CONCLUSION

I

I
I

I



Helping WaterUsersPlan, Collect, UseAndLookAfter Money

~ ~ i~’,~’ “~“~ ‘~~-~-~t ~ ~ ~ ~• ~_—~,p~-.,—-’. ~
~ ~ ~ ~ ~

I SESSION 2.2.

Opening a Bank Account.
OBJECTIVES:

At theendof the sessionparticipantsshouldbe ableto:-

• explainthereasonsfor openinga bankaccount

• describetheinformationneededto opena bankaccount

• describeacurrentaccount,a savingsaccountandafixed depositaccount.

TIME:
2 hours.

MATERIALS:
Chalk, chalkboard, 10 newsprints,2 markers,exercisebooks,masking tape,
pens,bankapplicationformsor cards.

SESSION GUIDE:

1) Pre-arrangements:

Thefacilitator shouldarrangewith thenearestbankto obtain bankdocuments
necessaryfor the sessionand for an appointmentfor a meetingbetweenthe
participantsandabankofficial. They could meetin thebankpremisesor the
official could be invited to the workshopvenueto discussbanking.

2) Role Play:

Setting:
(At the chairman‘s house.Majority ofKatangawatercommitteemembershave
arrivedfor a meeting. Thechairman addressestheminformally).

Chairman: I havenotedthatmostofusarepresent,but wecannotstartthemeetingwithout
theTreasurer.Hedoesnot usuallycomelateandI amconfidentthatheis about

to arrive. Please,let usgive him only five minutes. Okay?Members:

(Some membersrespondto thechairman‘s request.Theyareheardanswering).
Okay-Let’swait for five minutesonly. (Theycontinuediscussinginformally).

I
~U34

I
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(Burstsinto theroompunting) Thefire hasdoneit! All myhouseholdproperty
togetherwith theprojectsmoneyhavebeenreducedto ashes!

But who did it?

I don’t knowwhat I will doto my children! Theyaretheoneswhosetthehouse

on fire, while wehadgonefor digging.!!!

Thefirst timeit wasantswhichdestroyedourmoney.Thesecondtimethieves

run awaywith it andthis timeit Is fire!!!

FACILITATOR’S
QUESTIONS

• Whathaveyouheard?

• How did the committee’s money get lost?

• Is thereaproblem?

• In whichotherwayscould thecommitteeloosemoneyatthe Treasurer’s
house?

• Doessucha thing happenin your experiences?

• How can we, as a committee,keepour moneysafely? -
GUIDE

I Membersof a watercomndireehadgatheredat chalrnian’.shousekir a
• meetIng. -

- - • Theywetewaiting for atreasur~rtdio camelate,only ici anriuun~tthat
the committee’sulunCy hadbeenburnt togetherwill-i his property.

• Money could be destroyed by rats, cockroaches or ‘&ater.
—~_:_,;-~4__- ;“ -- •-- -

• ft could be 1J~t through, trickery, iraud ~irihruugh inc death al the treastirer.

problem. The y. alec~onrniiueebaslost money.

•SuchthlnE Mt icimmirn In our d.dl) llte~

•~- it coûld hrip~nto a waler comniiuee.
- ---—-4~—— - - - -- -

• - - —k:--- ..~-- .S,..ea#e&b• ~ ~ -t: --

sU

Treasurer:

Chairman:

Treasurer:

Member:

-END-

FACILITATOR’S

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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• We haveto find a way of keepingour moneymoresafely.

• We could avoidlossof moneyby keepingit in the hank.

• We needto openandoperatea bankaccount.

FACILITATOR’S
REMARKS:

Wehaveseenhowmoneykept in ourhousesor officesmaybelostin different
ways. Banksmayoffer betterprotectionfor our money.

I 3.FACILITATOR’SQUESTION
Whatareadvantagesanddisadvantagesof openingabankaccount?

FACILITATOR’S GUIDE

Ad van t-ages:
• Moneykept in the bankIs moresecure.
• Keepingmoneyin the bankreducesunnecessaryspending.
• Money bankedmayearnprolits (interest).
• Ravinga bankaccowitmakesit easyto borrow from thebank.
• Bankingavoidsholding to a lot of cash.
• Paymentof debtsbecomeseasier.
• Bankingmayensuresafetyof moneyrecords.

Disadvantages:
• In countrieswherepricesof commoditiesareincreasingdaily, keeping

moneyin form of goodswoutd be belier Wan bankingit.
• It takestime to depositandwithdraw cashfrom the bank
• Thecommitteemaynot haveaccesstomoneyduringweekends,holidays or

at night for emergency.
• Bankingmoneycan be expensivee.g if thecomnhittecis far from Il-te bank

it maycostmuchmoneyon transportor committeeallowances.

FACILITATOR’S
REMARKS:

From our discussionof advantagesanddisadvantagesfor operatingabank
account,it is evident that advantagesout-weigh the disadvantages.Water
committeesshouldbeencouragedto openandoperatebankaccountsfor their
waterprojects.

Participantsshouldmakearesolutionon openingandoperatingabankaccount.

I •36
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I
1

4)FACILITATOR’S I
QUESTION

Whatdoesa watercommitteeneedto opena bank account?

FACIUTATOR’S GUIDE - -

Committeesshouldheencouragedto approath thebanks~heretheyIntendtoopen I
an acà’iunt to knowthe m~quIrememus.Genenily the Ibilowing Is required:-

I Addressof the water conimittee. -

• Introductorylevier 1mm local authorities.
• Witnesseswho shouldh1aeaccountsin that hank.
• Letterof appli~anonby the cominitlee.
• Bank applicationbrui or cardduly lilled (showthem copies).

• Resolution by the watercounciL to openabankaccount.
- • Signaluresandsometimesphotographsai personsoperatingthe account.

- -- • Rulesandregulations(bye-laws)of thewatereciruminee.
I. Moueyforopenlngabankaccouoc —‘—I. r - -- -

I
I
I
1
I
I

I

I
I

S)FACILITATOR’S
STATEMENT

There are many types of bank accounts,but the relevantones for a water
committeearecurrentaccount,savingsaccountandfixed depositaccount.Let
usdescribeeachof theseaccountsandyou canchosethe mostappropriate.

FACIUTATOR’S GthDE - - - - - - -

- I Current Account

-- .2LP ‘- Pre~cntty(19’fl~for everyShs.It)Oi=banked,oneearnsShs.8I=per year

- -; - H (Le.S%interesfl. — - - - •- -

- - Nqnoniceis requiredbeforewithdrawingmoney.
- -: -- -- - - - -

• - -- - :‘ ~Customercanwithdraw moremoneythanthe balançe shownon the
- aëcuunt(hub is knowna~anoserdran) BankksJiargefor overdrafts I

- ~: -~=~ ~‘6~t~j~îs’ ua~to ~ith~irawm
6ney. - -

lr 1 S — ~ ~‘ ‘ ~ — j- ‘ tia~s.~ ‘~- •.S.W~ - -

~ »‘.wi Iç~nthlybank-statement.
• — -—

— -‘a.-j. a ~ C a

AccQunt - -- •• -- -

~ ~Ç~lt~/biiuied o~ee.&rnsSht,35/= peryear (i e 15%

t may be hnilied LU 54V on~ea yseek
— ~ »mej a liijhu ‘w’y be put on the amount ta be wlthdr~wn within a

- S .S” !!-~‘~ ~ - —- ‘‘ ~ ~ — Thr’j.i Thr— --rh’

7U ~
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- - given period.

- Withdrawalform Isusedto withdraw moneyfrom the bank. -

I

- CustomerIs issuedwith aPasshook. (ahookwhichrecordsall the money
depositedandwithdrawn from thebank). -

Fixed Deposit Account
The profits(interest)earnedon this accountdependson theagreement

- madebetweenthecustomerandthebank.Thecustomerdecidesto deposit
moneyforaspecifiedtimeduringwhichheis not allowedto withdraw that

- - - «-money.Sometimestheamountof moneydepositedmaydecidetheinterest
- rate.Thecurent 1992(profIt) interestratesareas under.-

- - - 1. 3-6months - profIt of Sh.36for Shs.100 per yearÇ~36~interest).
- Z. 7-112 months- profit of Sli. 38 for Shs.I0Oper year(38% interest).

H: 3. L yearandover - pror~CotSk3~for Shs.l~peiy~ar(39%

6) PLENARY:

i nteresQ.

Resolutionon typeof accountto open.

7) CONCLUSION:

U38

FromKatangawatercommittee’s experience,moneykeptin ourhomesoroffices
is exposedto manydangers.Wediscussedtheadvantagesanddisadvantagesof
keepingour moneyin the bank and eventuallyconcludedthatopening and
operatingabankaccounthasmanyadvantageswhichout-weighthedisadvantages.
Watercommitteesshouldtherefore,beencouragedto openbankaccounts.We
discussedthe requirementsfor openingabankaccountandlatercomparedthe
different accountswhich could be consideredby a water committeebefore
decidingonwhichonetooperate.Lastlywevisitedabank(orabankofficialheld
discussionswith us) to gainfirst-handinformationon how to operateabank
account.
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I
SESSION 2.3

How to Pay and Withdraw Money
from the Bank I

OBJECTIVES: I
At the endof thesessionparticipantsshouldbe ableto:-

• describestepstakenbeforepayingcashinto bank.

• describestepstakenbeforewithdrawingcashfrom asavingsaccount. I
• describestepstakenbeforewithdrawingmoneyfrom acurrentaccount.

• describestepstakenbeforepayingin chequesinto thebank.

TIME: I
1Y21~urs.

MATERIALS:
Chalk, Chalk board, 15 newsprints,2 markers,exercisebooks,pens,cheques,
bank-in-slips, savingswithdrawal forms, masking tape,group exercise. I

SESSIONGUIDE: I
1) Pre-arrangements

The facilitator shouldarrangewith the nearestbankto obtainbankdocuments
necessaryfor the sessionand for an appointment for a meeting betweenthe
participantsandabankofficial. Theycouldmeetin bankpremisesor theofficial
could be invitedto the workshopvenueto discussbanking.

2) Facilitator’s IntroductoryRemarks: I
In theprevioussession,wedealtwiththereasonsforopeningandoperatingabank
account,informationneededto opena bank account and different accountsa
water committee could operate. Wealso agreed to open a bank account andknow
the stepstakento openone.

3) Facilitator’s Question I
Whatarethestepstakenbeforepayingcashinto thebank?

. I
I
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aseasi
FACIUTATOR’S GUIDE

[Responses arelisted on chalk boardor newsprint]

• StepI - Arrangethemoney in different denominationsandcount it.

- --• -~ - - Denomingtionsare different Un~sQf~Qneyeg. 200/=note

- - -: 100/=nète2/=coinsetc. -- - - -

• Step II - Recordthemoneyonabank-in-slipf6rpayingincash.Abank-
- - -- in-slip is a document provided by the bank and usedto pay in

- money.A cashbank-In-slip when properly filled shouldhave
- the following information:- -

- - I. Nameof thebank - -
-- 2. Account number

- - - ~ -3. Date
- 4. Ownerof theaccount.

- - - — ~3 To~amountof eachdenominatioft
- -- 6. Total amountpaid in.

7. Signatureof thepersonpaying in the money.
8. Stampandsignatureof bankofficial (cashier)who received

the money.

.1 Step LLI - Banking cash - -

U-~ —~~tmc. -~ - ~ ::~
- I. Cashandthe bank-in-sliparehandedto thebankcashier.

- - - - ZIC~JiThjc~iuithThie ~u~neyandcheckti~iagainsthanli-in-slip
- - records. - -

- 3. Cashlérconfirnis receiptof1h ii’itAmpirtg andsigningthe
bank-in-slip.

-- - -4:originalcopvhkeptbythebankandthecopyisgiventothe
personpayingIn the money. -

5. Mory is recordedon thebankaccountshownon thebank-
- hi-slip.

- The stepsfor paying in casharesImilarl’or both currentandsavingsaccount.

4)FACILITATOR’S
QUESTION

What are the steps takento withdraw moneyfrom a savingsaccount.

FACIUTATOR’S GUIDE - -- - --

A vouch& for aàthorisingpaymeniis made. - - -

- - - The payment Is authorised by slgnln,g the voucher. -

- A savinaswithdrawalform Ii flhledind slanedby peooleoperatinathe
- - -- .~..r - — - -.-,—.,--n, — --~~-~-—-—~~ r-*4~’r - .&.._ -~ -. s. -

•40
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- I
I
I

_________________ I
-: - -- - - accoutu. - - - I - --

- ~-:- :-‘ - ~ “Thesavingswithdrawal form is presentedto the bank. - I
- — ~~T~Iii~ bink di~ksthe signatories,the moneyon the account,identification

- - of thepersonwho presentedthe form and then rnoneyispaicL - - - -

5)FACILITATOR’S
QUESTION

Whatarethestepstakento withdraw moneyfrom a currentaccount? I
FÀCIUTATOA’&QPÏDL .-—~—— ---- ~----~- — --- -~ -- - -

- -- Xvo~çberCo authorisingpaymentis made I
- -- -- ~ paymentis duly authorisedby si~ningthe voucher -

- - ~—~-T- ~A chècjuei~i~?iitei~.A cheque Is an order to a bank for paying on demand
- -- - a specifiedsum of money (i6ow them a cheque). - -

— - •—~ Authçidsejlpeoplesign the cheque

- ~-1-~---- The chequeÇ!pesented!0 the bankfor paymenL The bank verIfiesthe
-- - - T~..cheque,tdern.ities the presenterandpaysthemoney

- - - - - - ‘sn&~e:L2a -ore-- ~ - ,~ !i’4-:4~-# -~x-. - t

6) FACILITATORS
QUESTION

A watercommitteemayreceivemoneyin form of cheques.Thesemaybe from
differentsourcessuchas Government,or from user-memberswho mayprefer to
paychequesinsteadof cash.How do we bank(pay-in) thesechequesinto the
bank?

31 bE: -- - - - I
r - ~-: ~ Stepsiak~.nwhenbankingcheques

-~ —

~ —‘- —‘—Sr-’- ~ ~ a - I -—

n —t. •~ ;~4Step f Record’Jiechequesonibankin shpspeciallymadefor banlJng I
- -‘ r--n--a a~—~cffcques thebank in suphas the following infornufton.

~.Tr. -~ ~t-
1—-r-—-— - —

- 54— —-r- ~_a~.i—--~~w~enlu~ !I} %.Ip) -

-: - --

-x ~ r~fl~-~ .~4~ —~a& j -- ~ ‘~ ‘~ -- - — -

- - ~- Naneoltheban~whçr~Uieqocsaretobtpaidin

- t-t- -~ A_Q~ounLrwrpbeç
- -- ~--~ - — Date —

r t: ~ - -

N,smç~Qtthcb.niktromwb~reJ~hequecomes-

- 41U I
I

PASS1300K No F
6RM OF WITHDRAWAL FROM SAy[NOSBANK ACCOUNT

UGANDA COMMERCIAL BANK

Shs
SAS

SavingsBank Account No
Rcceived this Day of 19...from

UGANDA COMMERCIAL BANK the sumof shillings
which pleasedcbit to my Savings Bank Account with you

JACEIfl
5ThM~

- Signature
STamp iû be canccitedby

date ansi anluait.

I
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Chequenumber
Account on which il is issued. - -

- - Amount In words and figures.
- - Name of the personpaying in the money.

- -- - - Lashler’sstampand signature. - - - -

Step H- Banking cheques
1. Banking cashier receivesthe chequesandthe bank-in-slip
2. Cashierchecksthe chequesagainsttherecordon the bank-in-

- -- - - slip
3. Cashierconfirmsreceiptof thechequesbystampingandsigning

on the bank-in-slip - - . -

4. Original is keptby thebankandthecopyis handedtothe person
who paid in the cheques.

5. After ascertainingthatchequesaregenuine,thebankcreditsthe
amounton the account.

(Note thatwhenaChequeIs bankSthargesaremade)
The stepsfor payingin chequesare for bothcurrentandsavingsaccounts.

7) Group Work:
- Divideparticipantsinto two groupsA & B

- Issuethem with groupexercise,blank chequesandbank-in-slips

Group Exercise:
KAKOBA WATER PROJECT

Kakobacommunityhasformedawatercommitteetolookaftertheirwatersource.
The committeehasalreadyopenedacurrent accountwith UCB - NtareRoad
AccountNo.4805. The following transactionstookplaceduring the monthof
February1991.

On2.2.91 PeterMutebi bankedmoneyas follows:-

11= coins banked Shs. 2001=
1001= notes “ 14,000/=
21= coiffs 300/=
501= notes 2,000/=
51= notes 700/=
201= notes 1,5001=
101= notes 1,3001=

On 6/2/91 theywroteachequeNo.334690 signedby Mr. Bosspayableto M/s
MbararaConstructionCompanywho haddelivered5 bagsof cementeachat
Sh.3000/=.On 4/2191,theyreceivedachequefrom Mr. Buringurizaasadonation
for Sh.1,500I=.The chequewas bankedon 5/2191 by Mr. Peter Mutebi.

I•42
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Task:
Write bank-in-slipsanda chequefor thesetransactions.

CompletedGroup Exercise

CASH BANK-iN-
SLIP: _________________

CHEQUEBANK-
IN-SLIP

A/C NO.

-

(~:
lUsh

-

Cssq~nN. Q. A/C 5.0 Sbs

g
TOUIS7u~

A0..N u ..osd. ~sMup

P.4 I. by

UGANDA COMMERCIAL BANK -~
r - - -~ — CASHONLY ACCOUNTNO ‘+%~~

CREDIT t~Pr ~- ~ &cfl- ~-fl~ 1~- P ~i~?~7 2~~-e~jNc~u~-]9~t

—ToI.JA~%J. ...d.

NOTES Sb. 10001-

Sb. 5001-

Sb. 100/-

Sb. 50/

Sb. 20/-

Sb. 10/-

SIs.. 5/-

SILVER
L COPPER

TOTAL

-J

_.2_~ o p

o

n
~oO

~- ç.,p 1~:s ‘~

ORIGINAL I Ctseque ~1

UGANDACOMMERCIALBANK ~p.o.•. etc. j
____________ B RANCI I

19......

CHEQUE ISSUED:

I
431 •
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8) PLENARY

- Groupspresenttheir work
- Discussgroup work

9)CONCLUSION:

Wehaveseenhowwatercommitteescanbankcashandcheques.Welooked
at the documentsuse-dto bankmoney and the necessarysteps taken when
banking money. We have also learnt how to withdraw money from the bank.
Finally wedealtwith apracticalexerciseof howto bankand withdraw money
from the bank. From what we have learnt, we should be able to explain how to
bankmoneyandhow to withdraw moneyfrom thebank.
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SESSION 2.4

Making Proper Records for Money
Received and Money Spent

OBJECTIVES:
At the endof the sessionparticipantsshoukl be able to:-

• explaintheimportanceof keepingpropermoneyrecords.

• explainthe methodusedin keepingreCordsof moneyreceivedandmoney
spent.

• describehow to makeasimplecashrecordbook.

• describehow to entermoneyreceivedor moneyspentandthebalancein the
recordbook.

TIME:

l½hotirs. I
MATERIALS:

Chalk board,chalk,pens,pencils,exercisebooks, 10 newsprints,2 markers,
maskingtape,Rurambi Boreholeexercise.

SESSION
GUIDE:-

1) Role Play.
TheTreasurerofRuranzbiWaterCommitteeisaddressinguser’sAnnual General
Meeting.Membersare questioninghimaboutmoneymatters.

Q: How many peoplei1~idandwho did not pay?
A: I really do not knowthe exactnumber,but theyweremany. About fifty.

Q: In whichmonthdid memberspaymost?
A: Mainly at thebeginningof the year,andsometimealsoat theend.

Q: On whatparticularitemsdid you spendShs.29,600/=?
A: I boughtaspade,spareparts,paidpumpmecha.iicandboughtsomedrinks

for visitors. I
Q: Canyou showus thereceipts?
A: Which receipts?ir you want to seethespares- askthepumpmechanic. I
(Usernuembersare heardgrumblingaboutthe Treasurer’sexplanations.)

-END-

451 1
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FACILITATORS
QUESTIONS:-

• Whatdid you see?
• Whatdid you hear?
• Whatwashappening?
• Wasthe Treasurerdishonest?
• Assuminghewas honest,wheredid hego wrong?
• Is it aproblem?
• Can it happento yourCommittee?
• Whatcanwe do about it?
• Why shoulda watercommitteekeeprecords?

FACILITATORS

2)FACILITATORS
STATEMENT:

GUIDE
• The TreasurerIs addressinganAnnual GeneralMeeting.
• Communhyusersareunhappywith theTreasurerfor not answeringtheir

questionson moneyproperly.

• The Treasurercannotanswerproperlyas hehasno propermoneyrecords.

• TheTreasurermaynot be dishonestbut hasno recordstosupporthisanswers.

• Thereis problem. Membersarecomplaining.

• Thiscan happento your watercommittee.

• Watercornnthteesshouldwakemoneyrecords.

• Recordsassistcommitteeswhenaccountingfor moneyused.

• Money recordswill be neededfor future budgets.

Wenowknowtheimportanceofkeepingproperrecordsandonewayofrecording
moneycoming in andmoneygoingout is as follows:-

•46
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• Explain the six culumnsin which cashspentor cashreceivedis recorded.
Pointout that the rnctiind usedto maketherecordscanbe donelocally and
cheaplyusinga pert,apencil, aruler andpaper

I
1
I
I

I
• Darecolunui:

Thedateisirnponantfor knowing whenthe money was received or when ihe
moneywas paidout.

• Descriptioncolumn: I
in this coluinn, we recordthe purposefor themoneyreceivedor paid.

• Reccipt/ VoucherNo. column: I
In thiscolumn,we recordreferencesCor entries-asfollows:-

Entry Reference

Forthisentry,werecord“c/d” which
means“CARRIED DOWN”. This
tells usthat thecashbalancehas
beencarrieddown from the
previousmonth.

Werecordthereceiptnumberwith
an “R” behind,todifferentiateIt
from avouchernumber.

Werecordthevouchernumberwith
a “V” behind,to differentiateit
from a receipt number. 1

47N I
I

Drawthe tablebelowon chalkboard,or newsprint.

Date Description RecetptNoucher
No.

Money In Money Out MoneyLeft

1 . 6. 91 Balance o/d 20.000 - 20.000
2 . 6. 91 Donat~nsfrom Mukasa R5 3.862 - 23.862
4.6.91 SpareParts V16 - - 8.862
6 . 6. 91 Userfeesfrom Tenth R6 2.500 15.000 13.362
8. 6 91 Governmentgrant R7 30.000 - 43.362

16. 6. 91 WorkersAllowance V17 2.000 - 45.362

FACILITATOR’S GUIDE:

I
I

1. Cashleft from the previousmonth:-

2. ‘Money received’from receiptbook:-

3.’Moneypaid’ from voucherbook:-

I
I
I

t
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k ~ ~

. ~ ~ ~ ~

4. Money paid into the bankor viseversa:-We write “C” to indicatecash
movement between bank and the
cash box. The lctter”C”stands for
“CONTRA”

• Money-in column:
Money received is recorded in this column.

• Money-outcolumn:
Money paid out is recorded in this column.

• Money-left column:
Money left in the cashbox is recordedin this column.

FACILITATOR’S
QUESTION

3) Howdo we record cash received, cash paid and cash left in this recordbook?

GROUPWORK:
- Divideparticipantsinto two groupsA & B.
- Issuethemwith GroupExerciseas shownbelow:-

GROUP
EXERCISE

RurambiBoreholewatersupplylocatedin Buyanja,Rukungirihadthefollowing
moneyrecordsduringthe monthof March 1991.

Money left on 1st March 1991 wasShs.20,000/=.Mr.Saniuladonated
Shs.2,000/=on 4th Marchon receiptNo.104.TheTreasurerreceived
Shs.5,500/=from fundraisingon 6th MarchandissuedreceiptNo.105.On
10th March,Shs.20,000/=wasbanked. Mrs. Mukuru (thepumpmechanic)was
paidShs.l,000I=on 15th Marchfor her allowanceandthis waspaidon
voucherNo.76. Mr. Bitaruhopaid Shs.3,5001=as his annualuserfeeandthe
moneywasreceivedon receiptNo.106,on 17thMarch,1991. TheTreasurer
paidShs.6001=for stationeryon 20th Marchandthe amountwasrecordedon
voucherNo.77. The Chairmanwas paidmoneyfor his transportto a water
meetingin Kabale. He receivedShs.20001—’on voucherNo.78 dated24th
March. The mechanicwaspaidShs.6000/=to buy sparepartsfor on 26th
March. The amountwas issuedout on vouchernumber79 on 26thMarch.
On27th MarchShs.12,000I=was withdrawn from thebank. The Treasurer
paidShs.10,0001=on 30thMarch for Trainingon voucherNo.80.

•48
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I

Task: I
1. Using pencil, pen,rulerandan exercisebook or paper,makeasix column

recordbook. I
2. Enterthe cashrecordsof Rurambiboreholewatersupply for themonthof

March,1991.
3. Presentcompletedwork.

CompletedGroup work shouldbe as under:-.

RURAMBI BOREHOLEWATER SOURCECASH RECORDBOOK:

Date Descrition
Receipt
Vouche

No.
Money In Money Out Money Left

1 . 12 . 90
4 . 12 . 90
6 . 12 . 90

10 . 12 . 90
15 . 12 . 90
17. 12 . 90
20 . 12 . 90
24 . 12 . 90
26 . 12 . 90
27 .12 . 90
30. 12 . 90

Cash Balance
Donation from Samula
Cash from fundraising
Cash banked
CBW allowance
User fees from Bitaruho
Paid for stationery
Paid forTransport
Paid for spare parts
Cash from Bank
Paid training expences

cld
R104
R105

C
V76

R106
V77
V78
V79

C
V80

20.000
2.000
5.500

-

-

3.500
-

-

-

12.000
-

-

-

-

20.000
1.000

-

600
2..000
6.000

- -

10.000

20.000
22.000
27.500
7.500
6.500
10.000
9.400
7.400
1.400

13.400
3.400 I

I
I
I
I
I
I
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4) PLENARY
- Groups presenttheir work
- Discussgroupwork.
- Make a (resolution) on keepinga record book.

5)CONCLUSION
TheTreasurerof RurambiBoreholegotalotofproblemswhenaskedto account
fortheuseofmoney,becausehehadnotkeptmoneyrecords.Fromthisrole play,
we learnthe importanceof keepingpropermoneyrecords. We discussedthe
methodwhichwe could useto recordmoneyreceivedandspentfor the water
supply,in orderto tracethecashcoming in, thecashgoingout andthecashleft
in ourcashbox. Themethoddiscussedis simpleto operateandcould easilybe
adoptedby awatercommittee.Lastlywerecordedcashentriesintoasix column
recordbookas apracticalexercise.Therecordbook youmadeis alsoknownas
“CASH BOOK”.

1 ~

Thisrecordbookor cashbookis very importantfor tracingcashused. Water
committeesshouldalwaysfindoutthecorrectnessof thephysicalcashleft in the
box with the balancefigure in thecashbook; attheendof theday.
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SESSION 2.5

Building Up Money Records
OBJECTIVES: I

At theendof the sessionparticipantsshouldbe ableto:-

• identifydifferentsourcesof Incomefrom the cashbookandrecordthemin an
IncomeBook.

• identify differentexpensesfrom the cashbookandrecordthem in an
ExpenditureBook.

• determinehow muchmoneywas receivedor spenton eachitem/votein the

moneyplan.

• determinewhetherawater supplymadeaprofit (surplus)or aloss (deficit).

TIME:
2 hours.

Chalk board,Chalk, 12 Newsprints,3 Markers,Musking tape,Groupexercise,
pens,pencils,exercisebooks.

SESSIONGUIDE:

FACILITATdR’S
INTRODUCTORY I

REMARKS:-
In theprevioussession,wediscussedhow to makerecordsfor moneyreceived,
money paid out andmoneyleft. Themethodusedwassimpleandcanassistin
keepingc1os~controlof money.

FACILITATOR’S I
QUESTION:

A CashBookrecorclsmoney-in,money-out,andmoney-left. Howdowefindout
the moneyreceivedon eachitem/voteandmoneyspenton eachitem/voteas
comparedto ourmoneyplan.

I
‘I
I

1R

I

I
I

MATERIALS:

I
I
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FACIUTATOR’S GUIDE:

• INCOME BOOK

An incomebook recordsmoneyreœi~cdfrom dilïcrenl incomesouites.

- In the moneyplan(budget\incomesources arerecordedas”Itemsor
totes.” When money is actually rccelved,it is recordedIn the income
book as ‘ACCOUNTS’.

- lJseKigaramawaler project budget below to illustrate thepoint.

KIGARAMA WATER PROJECT BUDGET.

Vote/item No. ItICOME Money plan
(Budgel)
PastYear

Actual Money
receIvedand

spentPast year

Money Plan
(Budget)
Next Year

trio t
trio 2
trio 3
trio 4
Inc 5

Balance leti trom previous yeai
Donations
Fundrais~ng
UaerFees
CcrnneclroriFees
Fines

to ooo
2000’)
70 000
80000
20000
20.000

tO 00’)
15000
59000
7600’)
30 000
12.C~

2. 000
22000
75000
76000
40000
10.000

720000 202.000 725000

EXPENDITURE

EX 1
EX. 2
EX3~
EX 4
EX.5
EX fi
EX I

Tools
Allowances
Transport
STaIonery
SpareParis
Tranuig
Emergency
Ba~noe

30.000
28.000
25000
15000
80.000
20000
22000

—

20.000
20.000
30000
20000
70000
25.000
15000
2000

22.000
30.000
36000
20000
80.000
20.000
15.000
2.000

220000 202.000 225000

WhileKigaramawaterprojectbudgetindicated‘donations’ asan Item/Votewith
reference No.Inc.1 , theactualmoneyreceivedfrom donationswill berecordedon
“DONATIONS AcCOUNr’ in theIncomebook. This meansthatthecommittee
will use~DonationsAccount’ toaccountfor all (lic moneyreceivedfromdifferent
dooors.

- TheCashbookprovidesthein formaiion for therecordsintheIncomebook.

Ii should be noted that flot all themoneyrecordedin ‘money-In’ columnof
thecashbookrepresentsIncome. Thecashbalanceleft from theprevious
month,the moneywithdrawn from the bankandmoneyreceivedfrom
debtorst..i.epeopleor organisationswhoowethe watercommitteemoney)
are not Incomeandthereforeshouldnotbetransferredto theIncomebook.

I •52
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____ I
___ ___ I

______ _________________________ _________ _________ I
I

,1
Each Accóun hasthe following features:- I
I, NameoitheAccount: -

- The name lndl&iies the Income sorce where the noeneycaine from e.g.

“DONATIONS ACCOUNT’.
2, Item/Votenumber: -

In front of thenaineof the account,thereis an itemor votenumberwhichlinks
theaccountwith themoneyplan(budget).Thenumbercanbeusedasareference

- to thebudgetwhencomparingactualmoneyreceivedandtheamountbudgeted.

-. -- 3. Fourcolumnset-up(Table): I
• 1. Datecolumn - We recordthedatewhenthe moneywas received.

- ~2.Desçrjption column- Werecordthedetailsof the moneyreceived
- incluWngthenmeo1thepe~onwhoptha

- •---.

r - ~ Cashbookpage number - The sourceof ourrecordsis the. cashbook.
- - — In thiscolumn, we recordthe pagenumberof

. -.‘ -— - TheTà~Iibook fofrefei~encepurposes.
•‘ - _.; 4: Amoun(co)umn- We recordthe amountof money received.

;~ ~ -!4 YiTh~!!!PO!(: -

-. - t~__ -
- . ‘y •~ ~E~pëndiuiithhc’t’kis use’i to record money paid out kw a watersupply

~ ~ :: PeJ5JYt heImam e.whe’çpen.seis recorded as
— :?!i:CuemIvore’ In the rtauqeyplan~hudgtti the actual moneyspuit Is

‘:4 St~:~ec4~a~dan\ctoUNr in th txpendtrurebooL Forexample;In* A r ~ ..~.Jitigarama~aterprnte~t budgetsluw.n earlier the hud~eiwdicated

53U I

-

- fl;: W-~,~~---4 —.~C t~l’ - •—*P--4~’~••M’~—.?44~•. -_~ - . . — — — —
..• ~ ~ - . ~:

2~ ~ An1nçomekflcat~j~fliisinganexerdsebookapenandaruler.Eath
-. —,‘ äi~36iuiitwul&~bIven Its ot n page In the book as under

~ ~&•‘~:-‘C~~ •r — — —

- ~~:~—i-- - -

-

~.‘ ~ \. -- ~ ~ -. -~ ‘» .

~-- .tr.i&.. PQN6TIO~SACCO~ftqn~çteNo.lNC.1~

e ,.~inscription CashBook
PegeNo. Amount

I
I
I
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IN

- : Stationery asan ‘itemivote’ with referencenumber Ex.4 while the sameis

- -—- - recorded~n“Sta~jgneryAccount” in theexpenditurebook.The stationery
- .~ accôùntwilt be ijedby the committeeto accountfor a~lthe money spent

- - on stationery.
- - 7Thecashbocqçprovidesthe information for the expenditurebook. lt should

be noted~ not aU thenvi~sfound In thecashbook money~utcolumn,
- - ~côn~tItuiëexpensesfor the watersupply.The moneypaidto the bankor the

- cashpaidout to settledebtsarenot expensesandshould not betransferredto
expenditurebook.

- An expenditurebook canbe madeusingan exercisebook,a penanda ruler.
- -- - TEach accdûifcSàulriT& given its own pageIn the book as under:-

Date Description CashBook
P eN o. Amount

EXPENDITURE BOOK
STATI ONERV ACCO UNT I tern/Vote No.Ex..4..

EachAccounthasthe follov.lng features~ — --

1. Nirne of the accounï:- - - - - - - -

ThenameIndicatesthe expenseconcernede.g.“STATIONERY ACCOUNT”.

- 2. DescriptionColumn - -.

2. Item/Votenumber:
t ~r._tTh~2Lt:. t:~:_tt’~~ - ~42”-.-..

- -- T.~Ti~r~, ~ra~ä~Pix. ~fltS ~Ss-.~~c s-.~ic~-- ‘tç-4~.
-- Jinfrom of thenameof theaccount,theseis an item/votenumberwhichlinks the -

aécouniwith themoneyplan(budget).The number canbeusedas areferenceto
-- Abe budgetwheticomparingactualmoneyspentandthe amountbudgeted.

- - - - - - - --- - ,.3~ — -- ---—-F j.*- -

3. Four Column set-up(Table):- - ~ y.

I I. DateColumn - We record dale whenthe moneywasspent.
- - We rè&n-d the¶letailsof the money spent

I . - - - - - - -- - Including things like price,quantityand towhom themoneyis paid.
-- - y~--~yç~- - r - .. T %fl~~ - ~: ~ - - - - -- - -

-- - - - - ~ ~ - - -n~,t~.’~i ~ ~ - — - - , -

- - -- 3. CashBook Page No - The sourceof ourrecordsis the cashbook.,In

I z ~ ~oIjjnjq wç~et~prç1(uiE~asiibo9k page”
- r:- - -- ~r fl~ffl~Ç~Jp[p0Se50fMWt1VfetCflL~-

I •54
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— I
4, Amount Column - Werecordtheamountof moneyspent. - I

FACI LITATOR’S
STATEMENT

NowthatIncomeoneachitemhasbeentransferredtoIncomeBookandExpenses
on eachitemto ExpenditureBook, It is possibletodeterminehowmuchmoney
was collectedor spenton eachaccount.

FACIUTATOR’S GUIDE - - -

• INCOME ACCOUNTS: -

Incomemoneyfrom a parlicularIncomesourceis transferredfrom thecash
book to’incomebookaccordingto the dateswhenIt wasreceived.At theend

- of a givenperiodtheamountreceivedfrom thatincomesourceis addedup and
the amountis determihéd. -

I
• EXPENDITUREACCOUNTS: -

MoneyspentIs transferredfrom thecashbook to variousetpenseaccountsin
theExpenditurebookaccordingto dateswhen the moneywas spent. Al the
endof a given period the amount paidduring thatperiod is addedup andthe

- - an~ountspenton that ~9~t is determined.

FACI LITATOR’S
QUESTION:

Having knowntheamountreceivedorpaidon eachaccount,howdowefindout
whetherthe watercommitteemadea “profit” or “loss”?

FACIUTATOR’S GUIDE: - - - -

In order13find out whethera profit (surplus)or loss (deficit) was made a water
- 1---~ - -- Cømnthteeprepares an Income and Expenditure statementas follows:-

- - - S Add up the amountsfrom ail theIncomeaccountstogettotal moneyreceived

- ~, ~bS~_wateró$rnmltteedurlng that pedod. -

——‘-r-- L- ~ ~ - ~rt-a�- t -F;-, -

- ~ y - ~ wtÀ~ldupthe~&Tntsr~Ïi1TEkpendinjre Aht unt’ 10 get tntal mouespent
- T Tforthatperiod. - - - - - -

- • Dedu~iTotal Expenditurefrom Total Income Whentolal incomeexceeds
- -- ~:: ~ ‘T~ -- totälexpendituretheresultisaproflt(surpius)andlftotalexpenditureexceeds
---~------ ~ L - - J . -- -,

MCILITATOR’S
QUESTION:

How do we record in Income and Expenditure books and now do we find out
whetherthe waterprojectmadeaprofit or loss?

ssM ~
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• Example:
Kamukungu

monthof
watercommitteehadrecordedits cashbookon p[age 20 for the

December1990as follows:-

- CASH BOOK: (Ref: Page20) -

Date Description
Receipt!
Voucher

No.
Money In Money Mo:ey

1 12 - 90
3 12 - 90
4 - 12 - 90
5 12 - 90
6 - 12 - 90

13 - 12 . 90
15. 12.90
30. 12 90

Balance left from previous month
Received donaion from Mr. Kubula
Paid Transport for Tresurer
Paid Bank Loan
Dona~on from Mrs Z Kato
Received cash from a debtor
Paid cash into Bank
Paid transport for sand

c/d
R6
Vi 7
V18
R7
R8
C

V19

1 500 -

20.000 -

- 2.000
- 3.000

10_000 -

4 000 -

- 20.000
- 4.500

1.500
21.500
19.500
16500
26.500
30.500
10.500
6.000

N.B Item/votenumberfor ‘donations’ is inc. 4 from themoneyplan.

Itemlvotenumberfor ‘transport’ is exp.9from the moneyplan.

FACILITATOR’S
STATEMENT

The tasksin
.

this examplewould beto:-

1. Write the
2. Write the
3. Write an

Incomebook
ExpenditureBook
IncomeandExpenditurestatement.

Let uswork out this exampletogether.

• The completedwork shouldbeas shownbelow:-

INCOME BOOK:
DONATIONS ACCOUNT:ItemlvoteNo.Inc.4 -

Date Details Cash O~I Amount

3 12 - 90
6 - 12 - 90

Received from
Received from
Total

Mr. Kubula
Mrs. Zam Kato

2 0
2 0

2 0. 0 0 0
1 0 . O O O
30.000
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EXPENDITURE BOOK
TRANSPORTACCOUNT:Item/VoteNo.Exp.9

Date Detafls Cash Book
P~e No. Amount

4 12 90
6 . 12 90

Transport for Treasurer
Transporl for sand
Total

2 0
20

2 .000

4 . 500
6.500

N.B Note that the cashleft from the previous month, the cashpaid into the
bank, the cash paid into the bank, the money paidfor loan and the money
receivedfrom a debtor are not recordedin the incomeandexpenditure
books.They are neither income nor expenditure.

INCOME AND EXPENDITURESTATEMENT
FOR THEMONTH OF DECEMBER 1990

Total Income

1. Donations Shs.30.000

Total Expenditure

1. Transport Shs. 6.500

PROFIT (surplus) Shs.23.500

I
57R ~
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• Group Exercise

Budu Water Point:
CASH BOOK:(Page92)

Receipt!
Date Descritlon Voucher Money In Money Out Money Left

No.

• 12 90 Money Left c/d 20.000 - 20.000
2 . 12 . 90 Donahon from Samula RiO 20.000 - 40.000
4 . 12 . 90 Fundraising Ri 1 6.500 - 46.500

10 . 12 90 Cash banked C - 35.000 11.500
14 . 12 90 CBW allowance V29 - 1.000 10.500
15 12 . 90 User fees from Kato R 12 2.000 - 12.500
16 12 . 90 Dona~on fron Bagi R13 10.000 - 22.500
17 . 12 . 90 Transport V30 - 3.500 19.000
18 12 . 90 Stationery V31 - 2.500 16.500
20 12 90 Fundraising Ri 4 3.000 - 19.500
21 . 12 90 Cash from Bank C 10.000 - 29.500
22 . 12 . 90 CBW allowance V32 - 3.000 26.500
23 . 12 90 User fees from Kidu Ai 5~ 4.000 - 30.500
24 . 12 . 90 Stationery V33 - 9.000 21.500
26 12 . 90 Transport V34 - 3.000 18.500
30 . 12 . 90 Workers allowance V35 - 4.000 1 4.500

158

Task:

The referencefrom the moneyplan(budget)areasunder:-

1. Donations - Inc.44
2. Fundraising
3. User fees
4. Workers’ allowance - Exp.142
5. Transport - Exp.143
6. Stationery - Exp.160

1. Write incomeandexpenditurebooksshowingtotalsfor eachaccountfor the
monthof December1990.

2. Write anincomeandexpenditurestatementfor themonth ofDecember1990.

• Completed Group Exercise:

- Inc.46
- Inc.50
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Task 1
INCOMEBOOK

DONATION ACCOUNT ItemfVote No.-inc.44

Cash
Date Description Book Amount

Page No.

2 . 12 . 90 Money received from Mr. Samula 92 2.0.000
16 . 12 . 90 Money received from Mr. Bagi 92 10.000

Total 30.000

FUNDRAISING ACCOUNT Item/Vote No lnc.46

Date .Description Cash Book
Page No. Amount

4 . 12 . 90 Money received fundraising 92 6. 500
20 . 12 . 90 Money received fundraising 9 2 3. 000

Total 9. 500

USER FEES ACCOUNT Item/Vote No Inc.50

Date Description Cash Book Amount

15 . 12 . 90 Money received from Kato 9 2 2 . O O O
23 • 12 • 90 Money received from Kidu 9 2 4. O O O

Total 6.000
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EXPENDITURE BOOK
WORKERS’ ALLOWANCE ACCOUNT Item/VoteExp.142

Date Description Cash Book Amount

14 . 12 . 90 Paid cash to a mechanic 9 2 1 . 000
22 . 12 . 90 Paid cash to a mechanic 9 2 3 . 000
30 . 12 . 90 Paid cash to a mechanic 9 2 4 . O O O

Total 8.000

STAT! ONERY ACCOUNT Item/Vote Exp.160

Date Description C~e ~ Amount

18 . 12 . 90 Paid cash for receipt books and pens 9 2 2.500
24 . 12 . 90 Paid cash for reams of paper 9 2 9.000

Total 11.000

Date

TRANSPORTACCOUNT Item/VoteExp.143

Description C~:I~e Book Amount

18
24

. 12 .

. 12 .

90
90

Paid cash
Paid cash
Total

for transport
for transport

9 2
92

3. 5 0 0
3.0 00
6.500

160
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Task 2

I
I

INCOME AND EXPENDITURE STATEMENT
INCOME:

INCOME
1. Donations
2. Fundraising
3. User fees

TOTAL INCOME

LESS
EXPENDITURE
1. Workers’ Allowance
2. Stationery
3. Transport
TOTAL EXPENDITURE

Sh.30.000
Sh.9.500
Sh. 6.000
Sh.45.000

Sh. 8.000
Sh.l 1.500
Sh. 6.500
Sh. 26.000

AS AT 31.12.90

I

I
I

Total Income- TotalExpenditure= Profit (Suplus)
Sh.45,000 - Sh. 26,000 Sh.19.500

I
6) PLENARY

- Groupspresenttheir work
- Discussgroupwork
- Make a resolutionon keepingIncomeandExpenditureBooksrecords.

I
I

Without propermoneyrecords,it would bevery difficult for awatercommittee
to accountfor the member’smoneyusedaccordingto anapprovedmoneyplan
(budget). Wediscussedhow IncomeandExpenditurebooksarerecordedusing
informationfoundin thecashbook; how moneyreceivedor paidfor eachitem
is foundandhowtodeterminewhetherawatercommitteemadeaprofit (surplus)
or aloss (deficit). Finally weworkedout apracticalexerciseon howto makean
Income and Expenditure Statement.

I
I
I
I

611 1
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I
I
I

CONCLUSION:

I
I

It is important, therefore, for a water committeeto write up Income and
ExpenditureBooksandmakeanIncomeandExpenditurestatementin order to
accountforthe moneyusedandalsoknowwhenthecommitteeoverspent or not.
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PART ThREE:

i CHECKING
INTRODUCTION

In thepreviousphase,wediscussedhow moneycouldbereceived,used,recorded
andaccounted for by a water committee.In the processof moneycomingin and
going out,alot of things could go wrong dueto human errorsor sometimesdue
to deliberate actions. In order to correct someof thesemistakesor put some
people’smindsatease,checkingon watercommittee’smoneyrecordsmay be
necessary.

1162

In the third andlastpart of this guide,we shalldiscusshow checkingmoney
recordscanbe doneandhowto presentthereportto thecouncil. The firstsession
coversthereasonsfor checking;the peoplewhodothecheckingandthe common
mistakesmade when recording money. The last sessionshows how a water
committeecould prepare for presentationof the report.

This sessionbrings us to the end of the third stageof financial management
commonlyknownas“AUDITING”.
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SESSION 3.1

Checking Money Records
OBJECTIVES: I

At the end of the sessionparticipantsshould be able to:- 1
• explain reasonsfor checkingmoney records.

• identify suitablepeopleto do the checking.

• identify whencheckingshouldtakeplace.

• identify documentsto be checked.

• identify some commonmistakesmadewhen recording I
TIME: -

2 hours.

MATERIALS:
Chalk, Chalk board, 12 newsprints,2 markers,masking tape,exercisebooks,
pens,group exercise.

SESSION GUIDE I
1) Proverb
There is a Runyankore proverb which says “ku ora nyoko omukarugutotayo
rumuri“. Thedirecttranslation ofthisproverb is‘If youhaveletyour motherinto
your inner room, don’t torch light there’. An inner room is aplacewhereone’s
valuables arekept. Theproverb, therefore, ~meansthat yoù should never bother
to checkon your mother when she is doing work for you.

FACILITATOR’S I
QUISTIONS

• Whatdid you hear?

• Haveyou ever heard of thisproverb?

• Do you havea similar proverb in your language? Can weshareit? I
• Whatdoesit mean?

• Is the sayingcorrect?

• What arethe reasonsfor checkingon the mother? I
63•
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• Shouldwecheckon peoplewetrust?

• Why?

FACIUTATÔ9’~GUIDE
- • We have heard a sayingabouta motherandherchild.

-. • Seineparticipantsmayhaveheardit andothersmaynot.

• The proverb meansthatwhenyour mother isdoing ajob for you, you should

neverbotherto checLon her becausesheIs trusted.
- • The sayingmaynol alwaysbecorrect.

r .q ! • It maybe necessaryto checkon your motherbecauseshemaybe facing

problemsdue to:- -

- Lackoftime

- SicknessOkiàg~

- Lack of knowledge
- Lack of thingsto useor to encourageherif sheis doing well.

• Thereai:einstanceswltenweshould checkonthe workdoneforusbypeople
we trust.

• ~flfth is a needto checkon the mother.

CONCLUDINO

REMARKS:
Justas it is importantto checkon your own mother,thoughsheenjoysyour full

confidence andtrust, it is alsonecessaryto checkon watercommittees’work.2)FACILITATOR’S

QUESTION Now thatwe haveestablishedthe needfor checking,whatcouldbe thereasons
for checkingmoneyrecords?

FACIUTATQRS GUIDE - -

T4tdldenuly andcorrectnth.takes

- .. S To prevent misuseof money -

& ~ -

- ~t~buI1d conildcnceandtrust in the cor,j~nLuiltythattheir fundsarewell
t.,» ~ ,r-~- ~ ~

1M
I
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‘~‘rna~iij&i.l~ 6ijThin~tiri~g’ëLJ~emtotonfribute
r’ - — ~ -.x

S To build conlicienein the committee that theyareperformingwell
. - ~c~trL.~r ~

-: t~: t: S To check on progress
~t ~ --.• r.ss .t.~~ ~-~t,tta--~ ~ss~t~±z’x~r’ ~ -‘ -

C4. •~I ~ta~p~tsIdeN vlewgopkilon. -

3.FACILITATOR’S
QUESTION

- - - c- — -»--- ----~-~~ .—:“ ~ ~-~‘-~- - --- ~- : : - -

F&CJL%TATOR’SGIUD~
&& - ‘Cc~w~.--~-.,-#~ .i. ...-‘S A person-tocheck

~ -~-~---- . . . -

t F’ ~c - ~ ~- —

rr ~ t ~ -Qualities
it —

‘4 —t -‘- ‘c ~ Ç”~ ~- 44~i;a~ ~— ~trc~ t

- ~-- %— ----~ c-1-- -1. Preferably to comefrom outsideuser-communityso that hedoesnot take
~cT. -—=— --‘ - ~ : - - --

- - - - . sides.
~ ‘~ ~ ~ r -n~L.-1 - - c’ -.

r ‘e Z~-t2 ,~‘ljiepersonshouldbe trusted andrespectedby boththe committeeandthe

User-nwmberssay areh?Ioûsleader achiefor an elder
2 ~ ~-~: ~ ~ ~ ~ r ~T 4-TT

- 3 Shouldhaveknowledgeo(book keejiing saya retiredTreasurer,school
-A Bursar,Accountant or Maniger - — -

.. t . . ¶ ,~ ~- .-. --- —‘— :-:.
‘fltflt ‘“ ‘ — —

. . --

4. A personmaybe a memberat thecommitteeor anordinary member4C~~;c~.•-. ~‘- - ‘r~s~tiedtiyihe~putili. The personselectedshouldneithert’e thechairman

$‘~the- ¶. ~ - - ..— -e r. - -

- —.~ -.--~ -4C —— m. r-F - -‘ r - . - s’t’r - — .!!.rJtQ..!Iw—~. . - -

T~,-e ‘~5ppolntment - —~

~ a.... — —~ .~v. -. ~ .‘~ .4 —

rit ~. t r- - “- ..-r.r-rrt- - ~~rr ~ ~iip ~èj Ttie personselected to checkcould be appointedby the community

~t ~ t. ‘ , &ouhcil or usets’ representatives. . -

- itr-c—--.- �e. - - - .~fr~4-->’~. ~~-.r- --: -----i ~-‘•--

—-e. t ..-.-. .. — .-~----‘-—~. — — —I —

The,penonselectedmay do the work free or be paid a small amount of
jnoriey bj the corn mittS. , - - - - ~. . -

r +-“-—

— ._ - ,er-~rtÇ~~.4 - . ..... . 4 rt -» ‘cT~’
~fr ~ I ~“V

‘eh ~. ‘~ ‘-.‘ : ‘2
- -: :Xtt -~ ‘e -

41, t:’-”-t2” -. -

~)F’ACIUTATOR’S
-e ~fl)UESTIpN T - - 4-

~%Çhateseenflit need br a pers~untu Lhe4.k watercommitteemoney records
‘~‘~ “ ‘t. : -WhenShouldthe checkingtake place? ‘ -

- ‘t .. ... . trr~tr~~ r ~ t—~.-.~ec~ - ~‘‘~

~ t-r- 5,_i ~et ,,~ r,~.-. -,_,j41._-- __t &

4;-. .»

- ‘‘-‘. r~ .,.tR:-..,L. .~ ‘
~ ‘~t,.j ‘r-,, - - ‘ ~. — - ‘ .-~

• - t ., — —- ~.4’’’ ~4• -• •~1c’t~~tr.4T’’t~4-r’ -

- ..‘ - -- - . -. - --~ ~ ‘-qfl:t ~‘e
4-..- . -- .44 .- — - -- c-e. --‘P——--t’-c---.’ ~r ~-,. ~~Y±-~ »,‘ ,- ‘.
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How canweidentify the personto checkmoney records?

I
I
I
I
I
I
I
I
I

I~
I
I

I
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FAC UtMÔrRW’ooibc

- -. - - ~- (Dépendson circumstances)

- ! Beforethe AnnualGeneralMeeting.

• ‘5 In ca~eofèonlllcL -

-: S Whendirectedby users,their representativesor local authorities.

S When invited by thewatercommittee.

S When thereIsa changein committeeleadership.

5)FACI LITATOR’S
QUESTION

What is neededin checkingmoney records?

FACiLITATOR’S GUIDE
- S Receipts

- S Vouchers
S Cashbook

- 5 Income book
S Expenditurebook
S Chequebook
S Bank-in-slips
S Bank statement

- . S Money plan~udget)
q - ‘ S List of debtors(peoplewho owe moneyto the water cornmitiee~
- - .4’ ‘ - -‘ S List of creditors(peopleor orgaEmisaUonsto whom thecormTdueeowes

money)
5 Minute book/tile for minutes

S Muster-roll book~attendanceregister)
S Income andexpenditurestatement

- - S Communityworkers
S Committeemembers

- - — S Usercommunitymembers
S Local Authorities - ~. r - - -

6)FACILITATOR’S
QUESTION

Whatarethe commonmistakesmadewhenhandlingor recordingmoney?

U66
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.4;, ‘~‘~f:.S Errors due to wrong~ad~iltionsor subtractions
-~ ~ - • Missing are~ordloi moneyre~eivedor moneypaid

•~‘~‘~ï ~‘-‘ -~ - -. Writing wrong flgurese.g.Insteadof Sh.s.354/=someonewritesStis.345/=
«.~-: ‘~S-~.--- . -. MWng personalcashwith that of the waercomniitt~e.

~-~-‘~----:~S Recordingmoneyreceivedas moneyout andviseversa
~:~“~.- ‘ S Postingerrors—thesearemistakes mt~dewhen transferring Informationas

.4- ----r- —-- -

- 1. From receiptandvouchers to cashbook
2. Fromcashbook to IncomeandExpenchLure books

- 3.Fro~iincomeandexpenditurebookstoincome.~ndexpent1lturestatem~nt.

7) GROUPWORK I
- Divide participantsinto two groupsA & B
- Issùethemwith GroupExercise

GROUP EXERCISE
On 1/6/91 KabaliashawatercommitteehadShs.20,000/=in their cashbox. The
following transactionstookplaceduring the monthof June1991.

2.6.9 1

4.6.91
6.6.91
8.6.91
16.6.91

1

I
The Treasurertransferredtheinformationto thecashbook as follows:- I

I
1
I

Task: I
1. List the mistakesmade
2. Re-writethe cashbook I
COMPLETED GROUP EXERCISE

I
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Receiveddonationfrom Mr.Mukasaon receiptNo.5
Paidfor sparepartson voucher No.16
Receiveduser-feesfrom Mr.Tendoon receiptNo.6
ReceivedGovernmentgranton receiptNo. 7
PaidWorkers’ allowanceoh voucherNo.17

I
I

Shs.3.268/=
15.000/=
2.500/=

30.000/=
2.000/=

Date Description Receipt/Voucher
No.

Money In Money Out Money Left

1 . 6 . 91
2 . 6 . 91
4 . 6 . 91
6 . 6. 91

- 8 .6 . 91’
16 . 6 . 91

Balance
Donationsfrom Mukasa
Spare Parts
User fees from Tendo
Governmentgrant
Workers Allowance

c/dF15

V16
F16
F17
V17

20.000
3.862

-

2.500
30.000

2.000

-

-

-

15.000
-

-

20.000
23.862

8.862
13.362
4~362
45.362

-F

I
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Task1: MIstakesmadeby theTreasurer

Date:

2.6.9 1 ReceivedShs.3268/= but recordedShs.38621=

16.6.91 Shs.2000/=paidforWorkers’allowancewasrecordedinmoney-

in columninsteadofmoney-outcolumn.

8) PLENARY
- Groupspresenttheirwork
- Discussgroupwork
- Participantsmake~resolutionontheneedtohavesomeoneto checkon their

moneyrecords.

9)CONCLUSION
Theproverb at the beginnin,gbrought to light theneedforcheckingevenpeople
whom wetrustandhaveconfidenceIn like ourownmothers.We lookedat the
reasonsfor checkingmoneyrecordsandIdentified thosedocumentswhichare
checked.Weidentified somecommonmistakesmadewhenrecordingmoneyand
thepeoplewho should do the checking.We discussedwhen checkingcouldbe
doneand finally carriedoutasimplecheckon cashL?ookrecords.

It isvery importantforanindependentpersonto checkontherecords.Theperson
who checksmoneyrecordsIs aslocalled the AUDITOR.

I

I
1R68

I
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SESSION3.2

‘Presenting A Report After Checking
Money Records

OBJECTIVES: I
At the endof the sessionparticipantsshould be able to:-

S explain the reasonsfor presenting the report.
S identify to whom the reportis presented.
S describesomecharacteristicsof thereport. I

TJME:
1 hour. I

MATERIALS:
Chalk, chalk board, 10 newsprints, 2 markers, musking tape, exercisebooks,
pens.

SESSION GUIDE:

FACI LITATOR’S
INTRODUCTORY

REMARKS:
In theprevioussessionwediscussedtheneedfor checkingandthepeoplewho
should checkwatercommitteemoney records.Usuallyafter checking,areport
is written.

Now that a report has been made,to whom do we presentthe report?

- -~ --~ -

FACILITATOR’S GUIDE. .--r~.r ~

- - nY ;~‘tE• The reportcould bjpreseniedto the user-communitycouncil at theAnnual
- ~ — S.~..*’w te -.--—-———~

- .. - ‘ -,~

~ .j çoujØje presentedto lot .il author lues
- x ~ It maj bepresenLed to the water committee

-t~t~4-~ It cppJcl»epresentedr membersor their representaLivesaftera conflict
~ ~-~-~~--‘ ~ g •--ng~~ — - -- -

~ L ~ ~ ge~tIrn~Qng- L -

- .~ A reportmav& presentedto bankersor donors.
,~ L. -. ~ ~ ~ t .~ na,, »e L.- ~~-e

2)FACIUTATOR’S
QUESTION

Whatcould be the reasonsfor presenting the report?

I
69•
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FACIUTATOR’S C~UIDE -I To membersdurin~Annual GeneralMeeting- -

- The reportmayexplainto nic~rnberswhediàthecoûuuitteehandledtheir
- “motley propeèiyor noCi1uîë~Th~aïflhï~wuiiÏbrthe~itëi ~iitij~1y.

- x~vX,---~-~r”1’~--—t4.’,-----.4---’- - -

- — >/ - Bye-laws,may requirecommitteemembers to makeandpresentsuch~~‘ :rcpoajoth~jjjj’EU~ -- ... - .~ -

- jt n-iay be a requiremenLof the local authorities. -

- If it isagoodreportit buildsconfidencethattheiraffairsarewell managed
andmaymobiliseacommunityfor increasesupportto their watersupply.

- It mayassistmemberstodecidewhethertoretainorremovethecommittee
ditring election.

S To Local authorities
- May needthe report to makesure that ‘public money’ Is well protected.

- May want to Lnow the progresson thewatersupplye.g. as
- - periodicalassessmentof thegeneraldevelopmentof thearea.

- May want to knowhçw the waterprojectIsmanagede.g.for j,urposesof
allocatingmoneywhenmakingtheir budget.

- _*.. - -

S To thewatercommittee
-- - - An~u~trepoUmay assistthecommitteeios~engthenareasof wea~ess

- - in themanagementof money.

. - - - Thereportmayassistthecommitteeto accountfor moneyto usersor local

-- - - ; ~-~author~tiès. - -

- A goodreportmayencourageandbuild confidencein membersand thus

become moreefficient.

u:.’ To members or 1h representathes during a SpecialGeneral Meeting
- - Thhë?ë~rtmaySI~Ïtöreso1Q~öñtlîctswhièhmà3ifiaveari~enregarding

useof money. - -

- -, -- ‘L~ --- r ~ :~‘ ~ ~ -

z~~-’r -a5 To bankersor donors ‘ -

- - &to~!.rePo11could assistthecommitteeto obtain moneyeither from- -barikethot~onoa- - . - - •1 -

- S - -- ~ ~ ~ ~ ~ ~ r

3)FACILITATOR’S
QUESTION

Havingdiscussedthereasonsforpresentingthereport,whatarethecharacteristics
of agoodreport?

~
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S A goodreportshouldlook at the pastaudit reportandcommenton actions
I

taken.. - - c--- - “‘ -- I
• The ~p~rt siib~ildnot emphasisethe weak sideonly. Where the committee
- - lus donewell, the reportshould~ayso.

S It shouldnot expresspersonalopinion. - I
S It shouldbe limited to facts, brief andto the point. -

S It shouldcontainrecommendations(or improvement. -

- S The reportshould bepresentedwithin a specifiedtime.

RESOLUTION:

CONCLUSION

Participantsshouldmakea resolutionon needto presentan audit report.

We havediscussedthe reasonswhy it is necessaryto presentareport after
checkingmoneyrecords;weidentifiedto whomthereportcouldbepresentedand
describedsomeofthecharacteristicsof agoodreport. Wealsomadearesolution
on presentingthe report.
A reportmadeaftercheckingmoneyrecordsisalsocalledan“AUDITREPORT”.

I
I

I

R ~

A Guide For Community Workers

I
I

—

:~_~r~ :4

-- - . , 5 It should he free orhias. I
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ANNEX A

• PRE-TEST QUESTIONNAIRE ON HOW TO PLAN,
COLLECT, USE AND LOOK AFTER MONEY.

I [Puta tick () againstthe right response(s)]

1. Why is it necessaryto have a money plan?

To (a) find out the varioussourcesof money.
(b) find out the cost of activities.
(c) identify the activitiesto be done.
(d) keepit for futurereference.

2. Whatis amoneyplan?

(a) An estimatefor IncomeandExpenditure.
(b) A programmefor the future
(c) An estimateof materialsrequired.
(d) Futureexpenditure.

3. What thingsarelikely to changemoneyplans?

(a) Disease
(b) Inflation
(d) Games
(d) General Elections

4. List 4 ways of raising money.

(a)
(b)
(e)
(d)

5. Why shoulda committeeseekapprovalfrom. membersbeforespendingmoney?

(a) To showmembersthat thecommitteecan plan.
(b) To getclearancebecausethe moneybelongsto members.
(e) To avoid future conflicts between the committeeandmembersaboutmoney.
(d) To getpermissionto assistthe committeeon their domesticproblems.

I.
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6. Whichdocumentis usedto makefirst recordsfor moneyreceived?

(a) Voucher
(b) Cheque
(e) Receipt -

(d) Bank-in-slip

7. Wheredo we first record , money paidout?

(a) Cashbook
(b) Voucher
(e) Ledger --
(d) Invoice

8. Whatarethereasonsfor openingabank account?

(a) To obey the law
(b) Thepublic will respectour waterproject
(e) Money is safe in the bank
(d) Money mayincreasedueto interest

9. Namethreetypes of Bank Accounts.

(a)
(b)
(e) I

10. Thedocumentsusedto bankmoneyare

(a) Receipts
(b) Bank accounts
(e) Vouchers I
(d) Bank-in-slips

11. Whatisacashbook

(a) A bookfor recordingmoneyreceived,moneypaidandmoneyleft.
(b) A bookwhich keepscash I
(e) A book for recording cashin the bank
(d) A bookwhichrecordsall thetransactions.

12. (i) Whatarethereasonsfor checkingmoneyrecords?
To: (a) Catchthieves

(b) Correctmistakes
(e) Build confidencein thecommittee
(d) Find faults

I
•11

I
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-~ ______ ~ ~r~iF~v~ ~ ..

(ii) Is it necessaryto presentthe reportof ti-ic checkedmoneyrecordsto the council?

(a) Yes
(b) No
(e) Uncertain

(iii) Give reasonsfor your answers

ANSWERS

1).All are correct

2).a

3).b & e

4). 1. Userfees
2. Fundraising-e.g.Auctionsales
3. Fines

4. Governmentgrants

5).b &c

6).e

7).b

8).c &d

9). 1. Current account

I 2. Savings account3. Fixeddepositaccount

10). d

11). a

12). (i)b&c
(ii) b
(iii) To Inform themabouthow their moneyIs managed.

HELPING WATER USERSPLAN, COLLECT AND LOOK AFTERMONEY

mU



I
ANNEX B I

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

GLOSSARY

ENGLISH RIJNVANKOLE/RUKIIGA HUHYARWANDA LUKONZO LUGANDA

OBJECTIVES EBIGVENDERERWA IBIGYENDERERWA EKIGHENDERERWA EBIGENDERERWA

AHO UMUTUNGO UZAVA
BUDGETJESTMATES EMBARIRA NUKUZAKORESHWA EMBARIRIRA EMBALIRIRA YESSENTE

PLAN ENTEBEKANISA OMUGAMBI ERITHEGI-IEKA ENTEEKATEEKA

INCOME ENTeASVA IBVINSIJWE EBINOIJ EBIKALETHERA
OMUNDU

EXPENDITURE ENSHOHOZA IBISOHOTSE ERIT1-RJNGO ERI-RJLHUKVA ENFULUMVAJENSMSANVA

FEES EBICHWERRO INVUSHU ENDIHI EBISALE/ESSENTE ENSALIRE

FINE OMUTANGO IGIHANO ERIKUHA OMUTANGO

DONATION OKWIRUKIRIRA IMPANO AKAKONGE OMUTEMWA GWOKUPDUKIRA

RECEIPT ORUPAPU RA RWOKUI-IAMVA
OKWAKIRWA KWA SSENTE

URUPAPURA RWEREKANI
ISENTE ZAKIRIWE ALISITI

.

VOUCHER ORUPAPURA RWOKWII(IRIZA
SENTE KUSHOHORA

URPAPURA RWEREKANI
ISENTE ZISOHOTSE

AKAKONGE
AKABAKASASURIRAKO

AXAPAPULA AKAKASIBWA
ENFULUMVA VA SSENTE

CHEQUE KVEKI ISHASHULA VISENTE
ZOMUBUBIKO ECHEKI KYEKE

-

SIGNATURE OMUKONO (EKINKUMJ) UMUKONO ERIHAMVA OMUKONO/EKINKUMU

TRESURER OMUBIIKI UMUBITSI OMUBIIKI OMUWANIKA

ACCOUNT ENSHAI-IO YA SENTE ISHAHO ENAMBA EVIRIBIRAKO
ESIOSENTE AKAWUNTA/ENSAWO

SAVINGS ACCOUNT ENSHAHO ERIKUREETA
AMAGOBA SAl-b IZANA AMAGOBA

•

WAMABIKI ESVOMBULHU
DMWABANK

ENSAWO ENDYANGA EREETA
AMAGOBA

CURRENT ACCOUNT ENSHAHO WOKWIHAMU AI-lU
WAVENDERA

ISHAHO VOGUKORWAKtJ Al-40
USNAKIVE

AMAGOBA AKATHWLHAWA
EBANK

ENSAWO/ENDVANGA GYOJJAMU
ENSIMBI BIJU WOBA OVAGAIJDDE

BANK ACCOUNT ENSHAI-IO ?OMWIBIKIRO RVA
SENTE ISI-IAHO UBUBIKO BWISENTE ENAMBA EVIRIBIKIRAKO

ESIOSENTE OMWABANK

AKAWUNTA YOt~~JBANKA
ENSAWO VDMUTEREKERD
LVA SENTE

REGISTRATION
CERTIFICATE OBUHAME BWOKUHANDIKWA~ IKVEMEZO KVCKWANCIKWA ERIHANDIKWA OBWAKAISO EBBALUWA YOBUWANDIIKE

GENERAL MEETING ORUKIIKO RWA BOONA~ URUKIIKO RWABOSE PLHUKUTATHU BULIMUNDU
AKAIRIKIRAMU EKIRINDI OLUKIIKO LWABONNA

-

PAVEE ORIKUSHASHURWA UWISHURWA OMUNDU OVUKALIHA ASASULWA

PAVER ORIKUSHASHURA UWISHURA OMUNTU OVIJKALIHA ASASULA

CASH BOOK EKITABO KYENTASVA
NENSHOHOZA -

.

IGITABOCHEREKANI
UKWISENTE ZINZIJWE
NUKO ZAKORESHEJWE -

EKITABU
EKVABAKAHANDIKAMU

EKITABI KVENVIGLZA
IVENFULUMVA VA SENTE

!

INCOME BOOK EKITABO KYENTASVA IGITABO CHIBINJIJWE ERVOSENTE
ESVABAKAKOLHA EKITABO EKIRAGA ENVINGIZA

EXPEM)ITURE BOOK EKITABO KrENSI-I0HAZA IGITABO CHEREKANI IKWISENTE
ZAKORESHEJWE EKITABO EKVABAKANDIKAMU EKITABO EKIRAGA ENFULUMYA

/ENSAASANVA

TRANSACTIONS EBIKUKORWA IBIKORWA EMIRINGO EBIKOLWA -

BANK MANAGER OMUKURU WIBIKIRO RWA SENTE UMUKURU UBUBIKO BWISENTE MUKHULU WE BAM( OMUKULU WA BANKA

CASHIER ORIKWAXIRA NOKUSHASHURA
SENTE UWAKIR*JUTANGA SENTE OVUKABARADVU KAGHABA~ KAASIVA

CROSSED CHEQUE
ORUPAPU RA RWOKUSHASHU RA
KURABA OMUNSHAI-ID
YOMWIBIKIRO

URUPAPURA RWOGUSHASHURA
SENTE ZIVA MWISHAHO ESVOMBULA OMWABANK KVEKE ESASULIBWA KU

AKAWUNTA

DENOMINATION ESENTE DMUBUGUZI BWAZO
!

UBUNINI MWACASI EMITEMJERE GVA SENTE
OMUBUNGI BWAZO

CREDIT OKWONGERA SENTE
OMUNSHAHO ISINTE OMUBITSI VENJUE ERBIKA KWONGERA SENTE KU

AKAWUNTA

DEBIT OKUTUBWA SENTE
TOMUNSHAHO ISENTE UMUBITSI VISHUVE

•

ERUHULHUKVA KWESI
ESHAVO ESVOSENTE

OKUTOaA KU SSENTE KU
AKAWUNTA

‘BALANCE

BANK STATEMENT

ESENTE EZASIGARA
OMUNSHAHO
ORUPAPURA RURIKWOREKA
ESENTE EZIRUGIRA NEZIGAIRE
OMUNSHAHO

SENTE UWABIKISHIJE ASHIGAJE

URUPAPURA RWEREKANI
ISENTE ZISIGAVE HAMWE
NLZAXQWEMU MWISHAHO

ESIKASIGHALHAHO SSENTE EZFSIGALAWDIENFISSI

OLUPAPULA LWA BANKA
OLULAGA ENVINGIZA
NENFULUMVA

SOURCES OF FUNDS OBURUGO BWA SENTE ISOOKO VUMUTUNGO Al-IAGHIKIHA ESVOMBULU

DEBTS AMABANJA - IMVENDA AMABANZA AMABANJA

USE OF FUNDS ENKOZESA VA SENTE
.

UKWISENTE ZAKORESHEJWE, NGOK WAG H U KAKOL ESA VA
ESVOMBULHU ENKOZESA ‘rENSIMBI

.

PARTICULARS ENSHOBORORA MWIBIKIRO IBVANGOMBGA URUPAPURA
RWOGUSHASHIJRA SENTE KVONVININVINI ENNVIN VONVOLA

COUNTER FOIL AKAKONGI IGISHITI OMWAKATABU AKICHEKI AKAKONGE
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NON-TRADITIONAL BANKING METHODS

Mostof thewateruser-communitiesIn Uganda,arelocatedin rural areas,
wherebankingfacilities areverypooror non-existent. WaterCommittees
chargedwith responsibilitiesto look afterwaterprojectmoney,maynot be
awareof theadvantagesfor operatingabankaccountor mayrejectbanking
for the following reasons:-

- Thewaterprojectmaynot havemoneyworth keepingin the bank.

- Bankshavemanyrequirementsbeforeallowing a waterprojectto openan
account.

- A lot of timeis wastedwhentaking moneyor withdrawingIt from the
bank.

- The watercommitteemaynot haveaccessto moneykeptin thebankfor
emergencycasesduringweekends,holidays,or at night.

For someofthesereasons,committeesmay preferto keepprojectmoneyIn
otherformsotherthan the traditional wayof keepingit in a bank.

OTHERWAYS OF KEEPING WATER PROJECTMONEY

• KeepingmoneyIn Animals

A water committeecould buy animalssuchas cattleor goats,rearthem
andsell themlater. The money obtainedfrom suchsalesat a later date could
be used to assistwater committeeon future maintenance.

• Keepingmoneyin land

The moneycouldbeusedto buy landanduseit to grow cropswhichcould
be harvestedand soldat a later date. Besidesgrowing crops, water commit-
teescould plant treeswhichcouldbe harvestedafter along time to meetlong
term maintenancecosts.

• Keepingmoneywith membersin savingsandcreditschemes

The moneyat thesourcecouldbe lentto usercommunitymembersfor a
definedperiodandatreasonableinterest rate. As the loansmature,the
membersrepaytheloans plus interestto thewatercommite.
Thelist for non-traditionalbankingmethodscanbe expanded by anywater
committeedependingon the opportunitiesavailableandrealitiesin that
locality.
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