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FORWARO

HON.F.X.O
CHAIRMAN,

The Cotering Fund got ia legal status by a mo
the House on l4,h March, I 957. Since

tion passed by
then, at the

commencement of every parliament, a committee is
appointed to manage the Fund on behalf of members.The
members have had to rely on their own personal judgement
on mafters pertaining to the running of the Fund as unlikeother funds there were no written procedures for its
operation. This handbook sets out the powers and the
lnternal controls that would enable prudent use of the
Funds resources. I would therefore encourage all those
concerned to carefully familiarize themselves with the
requirements laid down in the handbook. This regulation
will be applied to all transactions that relate to the Fund
and are to be effective wirh emmediate effect.
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I. TI{E CATERING FUNP

fhe 60ter/ng Fund wgs establlshed by a resolution of tho
housd on l4th March l957.The following is an extract
of the points that came up in the course of debate.

(o) Funding

(l) all money held or hereafter received by
way of payment for food, drinks or other
goods sup din the Members dining
room rliament Buildin ngs;

(ii) al lnks or other goods
an held or hereafter

eor by way of
Assembly for

(b) Expen tu
The Catering Fund shall bc used only for the

(i) purchasing food, drinl<s or orher goods fdF
supply in the Members dining rooms and
bars of Parliament Buildings

(ii) purchasing equipment for improvement of
any such supply;
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(iii) Payment of salarles, Wage$ or grituities to
persons employed for the purpose of any
such supply;

(iv) paymenr of fees for any professional
a$sistance required in relation co the Fund;

(u) making contributions to Governmenr in
respec of the cost of staff employed by the
Government ln the said dining rooms and
ba

(c) Cote ng Co
r\ \
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(ii)

(iii)
(ir)

the speaker of the National Assembly;
the Clerk Of the National Assemly; and
the Serjeant-Ar-arms of the National .
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Powers of the Committee

The Catering Committee shall have the following

powers and duties:

holding and man
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(t)
(2) spending mon

PurPoses a

(3) fixing price
or goods;

(4) determing
(5) borrowing

Fund;

(5) suing and b

may be so sui:Pli
r the PUliPo

Fund for any

Y sf food, drink,

e catennS

bers of

Natio nal

and
(7) making ru les for-

(o) eetrnSs of the Ca m m itte e:m

(b) th e oPeFl ng and opera of bank:'accounts;

otering Fund

(c) the hou dFdi

(d) any oth
the Catering Fund or of the facilities of bars and

rb of service i

ei mittati"ret
n bars an

evar.it'to management of
hing rooms; and

dining rooms in Parliament Buildings;
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The Committee will however have no power to pledge
the credit of any member of the national Assembly or ol
any person other than Catering Committee itself in iu.
capacity as trustees of the Cotering Fund.' ',

;

No member'of the Catering-,CQmmittee shall be helti
liable for:'any lo.ss -or.:damage stifJered by the CoterinS'

Fund except bo far as attr..ibutable. to the wilful acr on
default"of such membei. 1, ,,,,

(D) Legol Stotus
The resol ant to formalis e status of the
Catering a legally
constituted eorbe

0.00 from
provided

the fixed Assets.

(F) Membership
The Fund is owned by those who are, for the time being,
Members of the NationalAssembly.
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Members of Commonwealth Parliamentary Association

from abroad, members of staff of Parliament Buildings

may be honorary members of the club' without any

proprietary right.

The Catering Committee is expected to be very strict

and only allow those facilities to be available to people

who have some connection with the House' former

Members of the House and Members who are able to

meet their bills whenever they become due'

7, OPERATIONS OF THE FUND
The Catering Committee is expected to have a good

syrt"m *h"reby the prices of the articles are properly

entered and bills are sent long before the actual date of

closing the facilities, so that a member can settle his bills

in good time without being embarrassed when they appear

at the cou nter.

There are a number of parties,which are held in Parliament

has to work overtime and be Paid

from the Catering Fund. The

supposed to be audited annuallY,

and balance sheets PrePared. So

paid.

Catering Accou nts are

they should be checked

auditor's fees have to be

6



';!;.::-

3. INTERNAL CONTROLS
The Catering Committee will take uP the role of policy

formulations and will delegate to the Clerk the

management of the fund. For proper maintenance of

fund records the following internal controls have to

be put in place.

(o) Budgeting
(i) The Catering Manager must Present

annual budget detailing all the items that
are required to facilitate provision of
services bY the Fund.

(ii) This budget will be presented to the

Catering Committee for discussion three

months before the start of the financial

year.

(iii) The proiected sales, purchases and all

other operating exPenses will be detailed

in the budget.

(iu) A ledger will be maintained to record the

sales and purchases and a monthll'
statement of affairs to be made to the

Catering Committee.
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(b) Procurement of goods

(i) A contractor's list will be presented to rhe
Catering Committee with enough explanation
as to the qualiry of goods rhey stock and the
prices offered. The Catering Committee will
verify the list and approve as appropriate and
may do any necessary investigation as ro the
competency of the firms.

(iii) The Catering Manager will place his
requirement in advance to the storeman
allowing the supplies division enough time to
do the sourcing of the materials required.

(iu) Procurement of goods will be done by the
storeman attached to Catering Fund
in liaison with the Supplies Officer.

(r) AII goods received will be accounted for by
the storeman by raising the Counter Receipt
Voucher S l3 and entered in the Stores Ledger.
He must verify the quanrity and quality before
signing the Delivery Note.
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(ri)

(c)
(i)

lssues will be on (S I l) Counter Requisition

;;;-lrrr" voucher authorized bY the
"ir;.;;;; ,ntnager as the requisitioning

officer'
The Purcha
issued, aut

in the le
procu red

supplY d er

has bee uth

eP tn

es iil done in the mor

5 an enough time

s must be

d entered
can be

it. AnY
Order
for.

allow
o the

raise throu the

are

efore

Store
ls su

the

Posti the ledger cards'n

(ii) Th heI should
ng Manager'C rl

a iate form to the Stores n j

I

I
,
I
It

a dailY basis, for a ll the items that he

require to P rePare the menu for the

following daY'
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There shall be a stock taking exercise at
the end of the month, those of{icers to
do the stock taking to be from accounts
and Supplies office with the lnternal
Auditor assisting.

(iv) Handling of ill be by
the stor keys

(iii)

shou ld
Officer

(r) Where
cred

(ui) Th

pplies

on a

st should
e Catering

Ianation as

ey stock and

ee will verify the
list an propriate and may
do any necessary investigation as to the
competenc/ of the firm.
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(d) Yolue for MoneY oudit

(i) The Cateri must ensure that the

dai issu ef were utilised

PrePare the ci dn ber of dishes

and ensure theY are all accou for in terms

of sales. He will on a regular is comPare

the costtnS of the food with t sales and

recommend anY adiustm Pnces.

st analysed and a(ii) The sa

return th rk.
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(") Accounting
(i) Debit

ns

si b all

na
invoice re

register e

u

u

0i00

the
day.

com b

(ii) O nce I nvoices/Rbceipts are submitted' they

must be 'accompanied'by an S I 3 to confirm

leceip.'"na''entry' into'.the' Stores Ledger

Cardi dnd lctr preparati6h '6f a payment

voucher'
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(ll,) All'payment'Vouchers must be certified biy

the Catering Manager and returned tq
aecounts in a movo nt
processing and subseq t ent.

(iu) The Caterin d be examined
ledgers by the

e

and po'ste IN the re
Acco ntant (Caterin
and e

(r) All vouc to
be exam
cheques

to the payee.

e

fo supplier must
by rnal auditor before

os ould follow up
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(ri) Unless t
vouch ers

cash book

ity constrain, all
d on site and the

ould be submirted
before the l5s day
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(vii) A bank re o ili to n,'

to the Ac
of the subsequent month.
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.For eflicient operation it is proposed that the followirl, t,.,.rffi#
zation of Orders and Conracc be implemented

Note that these delegations are for internal control purposes only
and may be ammended by the Catering Committee fi.om time to
time as need arises.

Amount Auth ori z otion requ i re d Competition rcquired

Up to
sh. 10,000 Cacering Manager

No competition
required, but officers must
obtain value for money and
recain

appropriate evidence of
th is

Sh.l0,00lto
sh.50,000

Officer with delegated

authority from clerk

Minimum of three
competirive quoutions
or escimates in writing

Sh.50,001 to
sh.250,000

Officer with delegated

authoriry from clerk

Minimum of three
compedtive quotations
or esdmates in writing

Sh.250,00lto
sh.400,000 Clerk

Minimum of three
compedtive quotations
or estimates in writing
following formal tenderin8

Over
sh.400,000 Clerk

Minimum of three
competitive quotations
or estimates in writing
following formal tendering
and approval by Committee
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