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The Cambodian Children’s Advocacy Foundation Organization (CCAFO) is a local non-
governmental and not-for-profit organization registered with the Ministry of Interior with the
registration number # 419 &J.%.AN dated March 28, 2006. CCAFO is also registered with the
General Taxation Department, the Ministry of Economic and Finance with the number K010-
108012166. CCAFO Management Committee has committed its obligation to fulfil the
requirement by the law in Cambodia. Additionally, CCAFO adhere to follow the Cambodian
Financial Reporting Standards for Not-For-Profit Entities.
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This Financial Policy is to actively develop the financial management framework for CEOQ. It
is to be used to support the appropriate stewardship of CCAFO finances. The policy is a
work in progress, and as time evolves, some changes may be needed to bring the policy up
to date.
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1. Co-Founder and Chief Executive Officer (CEQO) of CCAFO initiate the formulation of
financial policy and seek approval from the Management Committee.
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2. Bank Accounts must be in the name of CCAFO with any two signatories having access.

annSnmmippiiansinun: CCAFO Gan §h inwwsmaiudfitaunsai§id
M &g

3. CEO and or member of the management committee of CCAFO, who are recognized by
the Ministry of Interior is authorized to be the owner of any properties held on behalf of

CCAFO with the agreement between the designated person and the management
committee and the agreement must be made with the Law Firm.
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4. The CEO has management responsibility, including financial supervision.
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5. Not all employees have authorization for controlling over cash receipts; disbursements;
payroll; reconciliation of bank accounts; etc.
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6. All employees involved with financial procedures shall take vacations or leave of at least
ten consecutive working days each year. During such periods, back-up personnel who
have been cross-trained in their duties will perform this task.
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7. Qualified Auditors can carry out an annual audit of the accounts and provide Financial

Statements and an Audit Report to the management committee, government and as well as
donors.
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8. This policy shall be reviewed by the management committee every three years or

whenever needed.
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AUAa The Budgetis a

financial plan for the future concerning the revenues and cost of the organization. The
processes detailed below are to be followed in the establishment and authorization of
budgets.
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The Administrative and

Finance Manager prepares a draft Annual Budget Plan based on the Annual
Strategic Plan for the following year. This process should commence no later than
1t October or at any time but it must be before the end of current year. The
project manager and coordinator must join the budget plan development.
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Viakina and Fundraisinag

The Management Committee review the

proposed budget plan and make the decision. CEO needs to conduct the fund
raising by using the budget plan for submitting to any potential funders.
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i i St 111): The Administrative and Finance Manager
carries out budget management including: reviewing, monitors and Internal
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Controlling. Administrative and Finance Manager carries out the budget analysis
report and present it to the Management Committee. At least twice a year the
Administrative and Finance Manager investigate payments made to suppliers to
ensure documentation is bona fide (real).
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: me Management (Procedure) __ 2k Revenue
includes all proceeds received (by cash or cheque or bank transfer) during the calenda
year. The revenues can be from a variety of sources, for example, donations from
public, charities, service delivery (training, consulting or coordinating service), bank
interest, contribution from communities and fundraising CCAFO can accept all
donations from the contributors with restricted and non-restricted fund. However,
CCAFO does and will not accept any donation from political parties, politician and
unknown source
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Monies received from people or group (individual, charity or foundation)
can be made via bank account or by cash on hand. The Administrative
and Finance Manager or his/her staff issues the official receipt along with
Bank Credit Note (if via bank account) to acknowledge the donation on
behalf of CCAFO. The donation must be recorded in the Jurnal without
delay.
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* All other collections of monies except designated collection boxes must be
receipted in an official receipt book and banked as soon as possible. The
management committee determined that up to 2,000.00US cash can be
held on the premises and place them in the safe box. The amounts more
than 2,000.00US$ must be deposited in the bank and record in the
Journal.
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No employee of CCAFO apart from the project manager or coordinator
accept monies as donation on behalf of CCAFO.
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| Definition 31 The Expenditure is the outflows or using up of assets as
part of operations of CCAFO
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The procedure is to help the staff involved in all expenditure
of the fund. Below are highlighted the procedure.
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The system operates in cash {U i 8 SInImMIth anG m fi. Project

Manager or Coordinator or Unit Manager requests in writing the money they
need for the next month or emergency needs, and the applications are
processed by the Administrative and Finance Manager reviews and
clarification when needed. He/she writes up a summary and submit to the
Management Committee for approval.
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In case the management committee cannot meet due to their mission or
leave, the CEO or his/her counterpart can approve the budget request to
certain amount and the Administrative and Finance Manager needs to
circulate the information to the management committee.
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When approved, the cash will be released by using the Cash Advance Form

and according to the approved request, and book it in the cash advance
soon as possible.
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The Administrative and Finance Manager can spend money up to
1,000.00US per time. Above that amount requires the signature of the CEO
up to his delegated limit. If the request is approved by the Administrative and
Finance Manager the actual payment can be made by the
bookkeeper/accountant.  If approved by the CEO then either the
Administrative and Finance Manager or Project Manager or Coordinator can
make the payment
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5 The project manager/coordinator may spend up to 200.00US$ and receive
receipts by him/herself. For amounts over 50.00USS$, it requires two people

to witness the transaction. Project Manager or Coordinator must present

supporting documentation or cash refund every month to fully acquit their
previous month's cash payment. From this information, a voucher is
prepared, and the voucher number recorded on the monthly summary. If a
project manager or coordinator's request on the monthly review has not
been totally paid then the balance is recorded as pre-approved on the
following monthly summary. All documentation is filed with the
Weekly/Monthly Summary. If a project manager or coordinator fails to
provide proper documentation for his/her cash advance within one week
this will be noted on his/her personal file, and he/she will be disciplined
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All items for payment are to be forwarded to the Finance Office of CCAFO
for processing and receive appropriate approvals.
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Each item of expenditure must relate to a specific line item in the approved
budget plan.
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2 An expenditure voucher must be raised for each item of expenditure —

specifying which particular line item in the budget plan that the spending
relates to.
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All claims for payment from an external supplier must be in the form of an
invoice, and upon payment each invoice is to be marked as “Paid” and fixed
to the expenditure voucher for filing.
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The CEO and Project Manager or Coordinator cannot approve their
expenditure beyond their delegations.
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Documentation relating to expenditure must be returned to the Finance
Department within five working days of the payment.
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All payment vouchers including receipts from the suppliers are required to
be booked in accounting report system withing five working days from the

date that the accountant received the payment voucher/receipt from the
Finance Manager.
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= All approved and authorization payment vouchers must be booked in the

Journal. However, the analyzing transaction must be made prior to book in
the Journal.
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At least three quotations are to be obtained on business letterhead (where
possible) and documented for significant purchases. If the cost is within the
CEO’s delegation, he/she will approve the purchase, or it will be referred to
the Management Committee for approval. Value-for-money principles are to
be followed when procuring such goods and/or services. Products and
services received are to be verified as to their excellent order, condition,
and quality before payment is processed.
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While preferred suppliers may be used, they should still be subject to price
comparisons.
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! The purchase or maintenance should be included in the Budget or
separately approved by the management committee.
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4.1 Definition 8tist§tis: Cash On Hand is the amount of money available of CCAFO
after last payment was made.
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.2 Cash is to be held in a safe and secure place, and cash counts are to be properly
controlled. A regular review will be made to ensure the value of cash on hand does
not exceed the management committee recommendation (see 2.2).
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1.2 A Cash Reconciliation will be carried out by the Administrative and Finance
Manager weekly to determine that the cash on hand equals the cash recorded in
General Ledger. The reconciliation and printout of the relevant ledger account will
be presented to the CEO at least monthly.
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1.4 A Bank reconciliation is to be undertaken every month to ensure accuracy and
completeness and is to be reviewed by the Administrative and Finance Manager
or CEO. Any significant and/or unusual reconciling items are to be resolved
promptly.
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5.7 Within ten working days of the end of each month, the Administrative and Finance
Manager needs to present the following reports to the CEO for review and
discussion in the meeting. The reports must contain as following.
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Bank Reconciliation Statement together with the Bank Statements and a
General Ledger Report.
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The weekly Cash Reconciliation Record and General ledger Report.
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> A Budget vs. Actual Report for the previous month.
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Balance Sheet at the end of the previous month.
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.2 Any other matters the Administrative and Finance Manager needs to bring to the
attention of the CEO.
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6.1The CCAFO Fixed Asset Register is used to record details of all assets of starting
from $US500.00 value (whether purchased or in-kind donation) which will be
retained beyond one financial year. It will also record items worth under
$US500.00 which are of an attractive nature in the Inventory List. The record
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enables their location and condition to be tracked over time, as well as facilitating
the calculation of depreciation. The assets need to be sighted (labeled and tagged)
and assessed for condition and fitness each year.
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*Assets will be classified as either current or non-current. A Current Asset is an
asset on the balance sheet that can be either converted to cash or used to pay
current liabilities in 12 months or less. A Non-Current Asset is an asset on the
balance sheet that is not classified as a current asset and is held for more than 12

months.
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5.3All disposals of assets must be approved by the management committee. A
minimum of two (2) quotations for the purchase of the asset must be submitted
before placement. When the disposal value of the asset is zero or negligible, it
shall be disposed of in an appropriate manner, as determined by the management
committee. All disposals must be recorded in the CCAFO Fixed Asset Register.
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©.4The purchase and disposal of assets must be approved in the Budget, as per

Budget procedures. In the Budget, all approvals for the acquisition of assets would
be listed under “Assets”.
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Asset Type 1UIAGIFHIAIGY Life in Years E1HIT100 |

Land & Indefinite §SANNE

Building #1811 Up to 20 i) AEASLOE)
Vehicle LNSt§ 7
Motorbike and cart I G{AUNSWE S THA 5
Computer, Printer-Scanner, Photocopy, Camera and Fix 4
Phone ﬁn&]"a’: [fisiis fnjasnge trjeuauyl mwh 3o ginin
H T
Software AHiGIURIAN]FI 5
=

Furniture and Fixture tLEﬂf‘:l AUy 81 guRINNMU
Equipment under 500.00USSF{fi] 418 URIAN §111 ¢S NIL 8SARUMM
amid s safgiymy 800.00HAN MR

The CEO, Administrative and Finance Manager, Project Manager, Coordinator
may accept donations from supporters for a specific project/activity provided that
the event is:

A. directly related to CCAFQO'’s Mission, and

B. is practically achievable by CCAFO.

Changes to this document will be implemented by the CEO with Management Committee Approval
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SUWURUAUR (Mmsigmu 81 UHMIR (WMSAIEY §1 HAHUNEN
AINN MGSGURSWANYHIIRS TRt AMNATEUHN SN
¢sineifnvmnny 80 rumoHSInEh BB M SIVAITHYMN

7.Z2All donations, gifts, or monies raised by fundraising appeals shall be used as
promised or implied. Substantiation of the application of these funds will be made
through the financial records. When funds obtained for a specific purpose
(temporary or permanent restrict fund) are more than what is required, unused
funds will be transferred to a project or activity that is deemed to satisfy the donors’
wishes. Donors are to be made aware of this possibility before the acceptance of
the designated funds.

numitigla dimw ysimiduuyumshwmismisiilismoima
SapiiMmAIMEMIISN URNWAITENAT MIvEASIMiESiayus
fi‘.?ﬁi;is:§hi§l9§t}mﬁim:ﬁmﬁm‘|ﬁig§f§‘1 st rutaruy oSGt
ggUMSAIUIMUTANAMAMNAYW (grulfimsaEa/ugsany
Mg ymEtiigw) iwessgsidriing gulhinudsid
[mesSnpimsignamn yungmangh inpidmgmetanamem
mﬁ'jgﬂﬁ}égtm Wt gwipiiadnafgas: ésmmngmn@gmmﬁ
Sgwiduwmenuggnn )

’.2Should CCAFO not have a specific development project/activity to which the
designated funds can be immediately applied, with the donors understanding, the
particular funds will be appropriately invested until a suitable project/activity has
been identified and approved by the management committee. The donor will then
be informed that a project/activity has been identified and, with their permission,
the funds will be appropriately directed.

waisid wymndswmsmpEny/urymanAigiSmanns yruibldums
UREANMGIRIMSHSIR IRAINSMING B UM UGS Saytwmis:
fHiann: AN IMIAUEN RN SMiHgEA

7 4lfthere is a need, donation boxes must be securely locked and fitted to a structure

and safely secured overnight. The boxes should be cleared regularly by the

Administrative and Finance Manager and one other person and an official receipt
issued.
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firumsagiamn 9 munmywisAnndwmsigaigmu Shuiimia 8i
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aAMA MGITAUHD 80 nUGgsuw ITwiRimsuin Stagimiunt

AANISUAMAAM A AGANNISH]

As CCAFO is not a Non-For-Profit Organization, it uses the Cash Accounting.
However, it can be changed to use the combined Modified Accounting or the
requirement from the government.

NWANT HYMIYUREFFRAEIAYMN thapmigsigin{mAGIANM
HGIS{UASARMANNISWHTANNISWANGMAT I uhdam &
HgmismGaogins ypdmaannfinlysumunuagimiiima
iy

4.2 Accounting records are located and managed using CCAFO accounting system.
AnnamanNSWipimsma §1 oalch i wid{uAgannistif9

2.2 All records are to be monitored regularly by the Administrative and Finance
Manager and present it to the management committee for their meeting. This
system of accounting and monitoring allows for ethical standards of accountability

and transparency.

nUMIAR M ARENHIRAAS M wEAUANERgn 8)
vimin wuinmIF s AN EMIELENUEUAGILSITAIRIA
wigaansyy §a migaafdapsHgEAgMsginimeAEdung
mMiggrugriat Shagmmn

#.4 CCAFO keeps all accounting records, reports, and audits for ten years or depend
on the law in Cambodia.

Changes to this document will be implemented by the CEO with Management Committee Approval
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1.5 The accounting records shall be audited by an external auditing company, at least
every two years or depend on requirement and fund. The selection and employment
of an external auditing company shall be undertaken by the Administrative and
Finance Manager with the approval of the management committee and or donor.

AANAIMANNISUGANIT ISR INWAYE S UISAERANG]  thiimes
amasilanasfigign gmpdwidagimi Sagulfa modain §n
mimuusaYlsisagaant  (pofganwyApspnigaigmu
émﬁsrﬂgfgl N SMIwAnEiaAnANEMIETEY Shunatgw

| Every month the Administrative and Finance Manager include in the monthly
summary the amount of cash required for the month's pay. The payment can be
done based on the attendance and fund available and is followed the employment

contract.

tigannsfe gaptEhigRgou §mﬁ:gf§| usigamnay
woitegiGgsEnmataupiminnomaning Shuapunn g
woifet miganmopimsifigiurnwigamiignsmin Sayafh
fium s iwpimsHgigmefgagpminig

9.2 The payroll is prepared each month by the accountant with the assistance of
administrative staff as well as project manager or coordinator, and payment can
be made through bank transfer to staff or is drawn to meet that commitment. An
amount of Tax on salary is extracted from each employee (depend on his/her
salary) and is remitted in total to the Tax Office. Payment is also made to the
National Social Security Fund (NSSF) by CCAFO on behalf of the employees.
CCAFO and employees follows the Sub-Decree, dated March 4, 2021, on the

Social Security Scheme on Pension for Persons Defined by the Provisions of the
Labour Law.
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Each employee receives a Pay Slip and signs a document controlled by the
Administrative and Finance Unit as having received the money. Payday is at the
end of each month and any advances cannot be paid before the payday. (See 10.
Advances in Salaries).

SN Agf[Y sgmms‘?ﬁmumggmmﬁtﬁjmﬁ SuHaunt 8y
(Pay Slip) 81 ﬁugf@ﬂ:tﬂg:mmmﬁ'ﬁﬁmmﬁegmmﬁ firuiptipntw
Hpmagmas 8 vimigtmssgumat igiagmadsidamsie
Sywy NWMATHPNSAMyWwEsMegnaysigionmag)igims
19 (RyBIBUGANGIAE 90)1

4 If an employee is absent and wants someone else to collect their pay, they must
fill out and sign an authorization for the nominated person to receive their payment.
This form will be handed to the paymaster (staff who in-charge for payment) when
collecting the payment.

waisiifmundanigms iwshFEnmne gruimminigitgumn
pitadinm 80 gronpmusdmiEg anagjugutd gl §iiy]
¢ gRUMSMAIY)IRT GLH«:Hts:§n[;§$msLUﬁm'aqunﬁﬁfﬁmggmugﬁ
amig A IstinldSgsegma
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4.5 It is the demand that the private enterprises are deemed to pay the Seniority
Payment to the employees. CCAFO can do the operation based on funding
supported by doners. Thus, CCAFO may not be able to implement the Seniority

Payment if there is no funding support for it thmiAE NItE I {MUNRANS
wimsmaganpivhmasiamominimasfmnta 1 wamiguls
wrannmymmsivinsimwignidynudfsigmmonatgy
HIG S S W HgmigulGgeanmingm  plnumismeagigms

ganmArAnmamsie aisiiismsmimgigayusiimaotguw

Salaries YH{UASMAIY)IR

For employees to receive an advance on their salaries they must:

e Have an exemplary attendance record or advance request with the approval
from manager.

e The maximum advance will be one months’ pay
e Employees are entitled to an advance only twice per the calendar year

Advances cannot be paid before the payday at the end of the month.

oS iinia¢guimaynuasismemau]ingi grmai
o NISANNH{MIRIS gﬁ%tﬁhsrmwmsm:mn}mgﬁgﬁmﬁiﬁh“1
« GgSMATHPASHAUTN gt AR SR G g s mAIY)infiytuie
. ."s".mﬂEﬁmsf:3§m:;hfngﬁqtsLumsiﬁﬁfﬁﬁsﬁhqagmgﬁujﬁém

gnpestsmoinial 81 egruysigiiaimadiniisiohizmsie

A separate file is maintained for each employee presenting personal details, a job
description, employment contract, employment history, performance reviews and
leave history. A staff manual should detail all staff entitlements, and this should be
reviewed upon needed.

DAANTNGHNWIG[AYW{RINSIANGA P tygrinSywatinuuinm
ifnsugathaigs mifinansyming Agugpmims wigmun mili§a;
MIHSIAMINT SRAANAMGRUAUTRIENART SN mwya i AtEn
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Staff who handle money or are involved in the accounting process should have a good
understanding of the accounting forms in use at CCAFO (receipt books, cash request
forms, vouchers, etc.). The forms will be controlled by the Administrative and Finance
Unit Manager and securely stored.

gpnfdnifatiansims  ythomadgandmhisipinpiiamsmitwas i
GLph'f"GLﬁaﬁnntgmjrﬁmﬁmhtLﬁLmﬁ'jrmghﬁhmn ﬁmm:msmﬂfrm
8

w.l

UMSIEGGUMA ¢ERIRIATANGIMA IR WSHNN10U7)T ¢sdivvue A
HAGS nLﬁimsLﬁULﬁn:mmgﬁLﬁULﬁhfgmgmm Saviipin  WIRNEA

h s egifmn g
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All data, both in electronic and hard-copy formats, shall be stored in a safe and
secure location on the premises of CCAFO.

(PUE§wAnHsAIAD it AlgltSrgiimng

For all computerized accounting data, the backing up of electronic data must
take place every working day.

PN Egs 'ﬁﬂﬂtSLﬁJ"‘]HﬁﬂJ@ig‘thﬁj migaGyngApitaiGigiam
nnastgrgmi

The investigation and determination of all taxation requirements of CCAFO shall be
determined by the Administrative and Finance Unit of CCAFO. All taxation
requirements for CCAFO shall be met and recorded in the accounting recording
systems. This shall include all salary taxes, contributions to national social security
and all other relevant employer contribution funds and others based on the law in
Cambodia.

Changes to this document will be implemented by the CEO with Management Committee Approval



Financial-Accounting Policy-CCAFO

M ER] BAMIAANAREIMINGFNHATIUAT CCAFO (RIAANAINWHRM A1
m Sauiigin 9 aEimingHaauEmoERma piinding Sanfgmist
thﬁﬁgﬁﬁme:amsmp :s:ijmimrgmqﬁangmf'iLmﬁmjfﬁﬁ MIvHE
iwus§aierny 8 gulfimansmangmrdauasunna Shghg
1] 8 ;mmfgﬁmﬁﬁmﬁts‘lﬁgm“}

CCAFO operates with two currencies: US dollars and Cambodian Riel. CCAFO shall
record all transactions in US dollars, where possible, and shall use an exchange rate
of 4,000.00KHR or depend on exchange rate issued by the National Bank to 1 US
dollar.

ﬁh”msmé1:‘3‘[;;L@&ﬁm:ﬁ&fmmﬁvﬁﬂsmwmsﬁmﬁmﬁ: Annnimniyin 8n
mﬁtﬂmwmﬂ Annamnauiuimisann SAMWEIRHAST{MAE N
HIYIA A “ﬂﬁmgrﬂmummrjmmms tmtij[ﬁfKLUﬁL““lﬁiLﬁ‘lﬁ €,000.00k]m
i 9 NI HIETA UM pTWmEmMIA AN SIG I E I mit A

Money kept on CCAFO premises shall be kept in a safe box. This safe box shall be
stored in the secure place on the CCAFO Office. Access to the safe shall be granted

to designated staff, as approved by the management committee.

FIHY M Lﬁﬁﬁp@ﬁﬁh{pﬁﬁmfﬁmm bl
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All statements in this financial policy may be amended, altered, or modified and
adjustment according to the request from the management committee or depend on
the law in Cambodia. Approval of the amendment can be done through the meeting
and vote of the management committee.

Changes to this document will be implemented by the CEO with Management Committee Approval
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The Financial Policy is valid after approval and signed by Management Committee.
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