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PREAMBLE

The University of Dar es Salaam was established961 as a University College of the
University of London. In 1963, it became a constitucollege of the University of East
Africa together with Makerere University Collegellyanda and Nairobi University College
in Kenya. In 1970, the University of Dar es Saldagcame a fully fledged and independent
University through the enactment of the UniverofyDar es Salaam Act, Act No. 12 of
1970, which was later repealed by the Universifes Cap 346 of 2005, of the laws of
Tanzania. Currently, the University is establisteet operating in accordance with the
University of Dar es Salaam Charter of 2007 whighailegal instrument made under the
Universities Act, and all other enabling legal mstents of the constituent colleges.

To conduct its business effectively, UDSM, like etlorganizations, needs to ensure that it
has sound Financial Regulations in place and ket &re strictly adhered to. These Financial
Regulations aim at setting out the fundamentalniongl policies and procedures at the
University of Dar es Salaam.

The primary objective of the Financial Regulatiam$o ensure the proper use, management
and reporting of finances and resources in a manvigch satisfies the University's
requirements for accountability, internal contrghanagement of financial risk, and
compliance with all legal or financial obligatiotedd down by the appropriate government
authorities.

These financial regulations set out a broad framkved financial management systems,

controls, and procedures adopted by the Univedityar es Salaam in order to ensure that
its assets and resources are safeguarded and yptitiiesed. The Regulations may be used
in conjunction with other documents covering specispects of the financial operations.

The regulations translate into practical guidarcéhe University of Dar es Salaam’s broad
policies relating to financial control. These regidns apply to the University of Dar es

Salaam.

These Regulations shall apply to all staff, unitspartments, bureaus, centres, directorates,
institutes, schools, colleges, projects, progrand,any activity undertaken by the University
of Dar es Salaam as well as students, clients lisuppand other stakeholders.

These Regulations are in nineteen (19) substaR@res and two (2) Appendices. All these
are preceded by a preamble that sets the contetttefdormulation of these Regulations. Part
1 gives the title, date of commencement as well gsdedinitions and application of the
Regulations. Part 2 addresses duties relating yopkesonnel in financial operations. Part 3
covers budget issues, while Part 4 covers incongeexipenditure. Part 5 covers issues of
remunerations and Part 6 addresses procuremergduneas.

Part 7is on internal control and Part 8 addresses préparaf annual accounts and external
audit, while Part @leals with payments in general. Part 10 presctheefandling of imprests
and petty cash payments while Part 11 addressésatiténg over of property and accounting
for goods, stocks, and stores.

Part 12 deals with fixed and immovable assets,aMPért 13 covers the Board of Survey and
Part 14 covers the Audit and University Fundingrfeton Committee.
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Part 15 covers accounting policies and practiced Bart 16 covers on investments
management. Part 17 covers insurance while Pais 08 losses and irregularities. Finally,
Part 19 dwells on general provisions.

Appendix | is a table with UDSM Document RetentiBolicy, while Appendix Il is an
illustrative format of the loss report.
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PART 1

ENACTMENT, TITLE, DATE OF COMMENCEMENT, DEFINITIONS , AND
APPLICATION

Enactment, Title and Coming into force

1.1  These Financial Regulations (hereinafter shalldierred to as Regulations) are made
under Article 25(2) (s) and (t) of the University Dar es Salaam Charter 2007 and
Rule 12(2) (j) of the University of Dar es Salaamld®, 2007. These Regulations
shall be cited as the University of Dar es Salaanari€ial Regulations, 2019 and
shall come into force immediately after the apptdahareof by the Council of the
University of Dar es Salaam and other relevantaitibs of the Government.

Definitions

1.2 Inthese Regulations, unless the context othereigeaires:

‘Accounting Officer means the Vice Chancellor or any person appoirtedct in the
position of Vice Chancellor.

‘Associatemeans:
(@ any person who is the UDSM officer's husband, wifeelative, or a husband
or wife of the relative of the UDSM officer;
(b) any person who is in a partnership with the UDSktef; or

(© in case of a body corporate, the UDSM officer wha icontroller of the body
corporate or the persons who are his/her asso@atsvho together control
the body corporate.

‘Board of Surveymeans a Board appointed by the Deputy Vice Chiorce Administration
under Regulation 13.1 of these Regulations.

‘Budget’means a plan of the action expressed in monetanyst aimed at achieving a given
objective.

‘Budget Committeaneans a committee formed by the Accounting Offigeder Section 18
of the Budget Act 2015.

‘the budget Actrefers to the Budget Act of 2015 operating in nkand Tanzania.

‘Chief Internal Auditormeans the person appointed by the Council togbat.
‘Consultancymeans a service which involves a high degreentdllectual input. For the
purpose of these Regulations, it includes probleolvirsy, contracted research and

professional development program.

Contracted Researcmeans a research undertaking that originates &@pecific request by
a client, a cost by which is paid by a client.
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Professional developmembeans short or long term professional trainingteelaservices
which can be categorized into tailor made servioadients or open training.

‘Contractor means a company, corporation, organisation, pastip or individual person

engaged in or able to be engaged in civil, elegltrier mechanical engineering or in
construction or building work of any kind includirrgpairs and renovations, and who is,
according to the context, a potential party orghdy to a procurement contract with UDSM.

‘Deputy Vice Chancellbomeans the person appointed to that post pursdoahtticle 9 of the
University of Dar es Salaam Charter, 2007.

‘Deputy Vice Chancellor — Administratiomeans the person appointed to the position of
Deputy Vice Chancellor and made responsible foriacstnation.

‘Director of Estates Servicesieans the person appointed by the Council tofbat.
‘Director of Financémeans the person appointed by the Council tofbat.

‘Director of Human Resources and Administratiameans that a person appointed by the
Council to that post.

‘Director of Planning, Development and Investmentsans that a person appointed by the
Council to that post.

‘Imprest means funds in the form of cash issued to memdiessaff of the University of Dar
es Salaam who require cash to be available for patgrfor official purpose.

‘Imprest Holder means an officer of the University of Dar es $afato whom an imprest
has been issued.

‘Records means recorded information regardless of fornma&dium created, received and
maintained by any institution or individual in tharsuance of its legal obligations or in the
transaction of its business and providing evidearfcine performance of those obligations or
that business.

‘Research means original investigation, undertaken to gawew knowledge and
understanding, which may be directed towards aifspam or objective.

‘Research grantrefers, and is restricted to research projectsdéd by the government,
donors, research institutions and foundations, ithsr etc. All other externally financed
research projects are classified as ‘researchatstrand are treated as consultancy work.

‘Savingsmeans any excess funds arising from executiotoanpletion of a planned activity
at a lower cost.

‘Sub-vote Holdérmeans any officer holding the position of Depuwjce Chancellor,
Principal, Dean, Director and when appropriate ldeaflselected Departments, who have
been given authority by the Vice Chancellor to sp#re budget of his section as approved
by the University Council.
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‘The Council means the Council of the University of Dar esdah established under
Article 17 (1) of the University of Dar es Salaarnaiter, 2007.

‘University means the University of Dar es Salaam.
‘University Funding Promotion Committeeneans the Committee established by the

Council:
(@ to advise the Council on;

0] matters relating to the procurement and expenditdirunds of the
University,
(i) investment of such funds,

(i)  promotion of appropriate income generation, and
(iv)  fundraising activities.

(b) to mobilise resources for and on behalf of the @dudar the promotion of the
objects and functions of the University; and

(c) to perform such other functions as may be confeumfgsh the Committee by
the Council.

‘Vice Chancellor means the person appointed to that post purstamrticle 8 of the
University of Dar es Salaam Charter, 2007.

‘Vote Holdet shall mean the Vice Chancellor of the UniversifyDar es Salaam.

In these regulations, a reference to the mascgkmeler includes a reference to the feminine
gender and vice versa.

Application

1.3 These Regulations shall apply to the conduct ofirsincial affairs of the University,
irrespective of the source of funding, except whttere are specific conditions
attached to the source of funding, in such scendhi® conditions related to that
source of funds shall apply to the extent theyaaeeptable by the University.

1.4 These Regulations shall apply to all staff, unidgpartments, bureaus, centres,
directorates, institutes, schools, colleges, ptejeprograms, and any activity
undertaken by the University of Dar es Salaam dbagestudents, clients, suppliers,
and other stakeholders.

1.5 These Regulations shall be the basis for the fatimr of the financial regulations in
the companies and units owned by, or under the dgsity of Dar es Salaam, as may
be appropriate.

1.6  The Vice Chancellor, in his capacity as Account@idicer, shall be responsible for
the enforcement of these Regulations.

1.7  Where the provisions of these Regulations are aamvee with any written laws and
government circulars, the latter shall prevailte extent of such variance.




UDSM Financial Regulations (Revised) 2019

PART 2
DUTIES RELATING TO FINANCIAL MANAGEMENT

Duties of the Council of the University

2.1  The Council of the University shall:

(@)
(b)
()

(d)

(€)
(f)

(¢))
(h)

administer the properties of the University, botbvaible and immovable;
administer the funds, investments and other agpsef®rties of the University;
approve annual budget estimates and supplementaiyeb estimates of the
University;

on behalf of the University, to receive gifts, dbaas, grants or other money
and to make disbursements therefrom to collegémads, faculties, institutes,
the University Library and other libraries, centasdirectorates, units or to
other persons or bodies;

appoint, set the terms and conditions of serviceeoninate the appointment
of officers and other employees of the Universgytanay deem necessary;

establish or appoint committees and boards foptbeer and better carrying
out of its functions;

define the rights, obligations, and privilegestad thembers of the University;

establish colleges, schools, faculties, institutdiraries, centres or
directorates, units, and other bodies and to dibésh anyone or more of
these; and

make Rules /regulations and/or By-Laws for the dretjovernance and
administration of the University.

Duties of the Vice Chancellor

2.2 The Vice Chancellor shall:

be the Accounting Officer of the University of Des Salaam with the overall
responsibility and accountability over the assets fnances of UDSM and in
respect of the duties and obligations under fireraond other applicable laws.

be responsible for all academic and administranedters of the University;

be responsible for preparation of quarterly finahceports, annual financial
reports, statutory financial statements, and anre@drts to be submitted to
the Council of the University of Dar es Salaam ang other relevant organs;

be responsible for promoting and maintaining thecieht utilization of the
assets and finances of the University of Dar eag®al

control and be accountable for the expenditure ohey applied to his vote
and for all revenues and other public money reckiteld or disposed of by
or on account of the department or service for Wwilhe vote provides.

comply with any subsidiary legislation made or euunder the Public
Finance Act and all instructions that may from titoetime be given by the
government in respect of the custody and handlingrad the accounting for
public money, public stores, investments, secusriienegotiable instruments,
whether the property of the government with depaositentrusted to the
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government or to any public officer in his officighpacity or any other
person.

appoint Principals, Deans, Directors, and when @pjate Heads of selected
Departments as Sub-vote Holders.

be responsible for the preparation and implementatf strategic and
business plans and associated budgets;

organize and manage all University resources ahacdo it efficiently,
economically and in accordance with the princiglefairness and equality as
outlined in Government policies and Financial Ragahs;

set user fees for services for the recovery of atperal costs plus a
reasonable development margin, and

mobilise and negotiate for resources required bythiversity.

Duties of the Deputy Vice Chancellor — Academic

2.3  The Deputy Vice Chancellor —Academic shall:

(@)
(b)

()
(d)

(e)
(f)
(9)
(h)
(i)

oversee all related financial functions under hic®,

govern and regulate all finances, resources, ptgpand opportunities made
available to the DVC-ship;

receive and endorse plans of the directorates uhidepffice and forward
them for integration into university level plans;

approve the budget proposal of the directorateseurs office for the
inclusion in the university budget;

handle all policy and planning on academic matters;
manage training;

coach and mentor junior staff;

manage resources for academics; and

manage strategic alliances and partnerships.

Duties of the Deputy Vice Chancellor — Administraton

2.4  The Deputy Vice Chancellor — Administration shall:

(@)

(b)
(€)

(d)

(e)

be the principal assistant to the Vice Chancehoall planning, financial and
administrative matters.

help plan, direct and coordinate planning, finaacd development processes;

effectively and efficiently manage all financiahysical and human resources
as well as administrative functions of the Univisrsif Dar es Salaam.

provide expert advice in the conceptualizationjgiesvith respect to resource
mobilization, implementation, evaluation, and tiné&edback on University
of Dar es Salaam plans, projects, and programs.

coordinate policies, procedures, and practicesirantial management and
control. He is, therefore, the interpreter of thBsgulations and has the duty
to enforce these Regulations in all units of theversity of Dar es Salaam,

whether independent or not.
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(f)
(9)
(h)
(i)

develop risk management policy and risk registed awversee their
implementation.

be responsible for setting credit arrangementsiraaidating a period in which
different types of invoices must be paid.

manage, plan, monitor, and evaluate functions ar@tegsses related to
Management Information System resources.

Consolidate plans, budget and financial reportsHerentire University.

Duties of the Deputy Vice Chancellor — Research

2.5 The Deputy Vice Chancellor — Research shall:

(@)

(b)

(©)
(d)

(e)
(f)

strengthen the management of research activit@adimg encouraging staff
to be involved in research activities and involvifighding agencies in
supporting research activities;

enforce the University consultancy policy and emaging staff to participate
more in consultancy and outreach activities;

oversee all related financial functions under hiso®,

govern and regulate all finances, resources, ptgpand opportunities made
available to the DVC-ship;

receive and endorse plans of the directorates unideOffice and forward

them for integration into University level plansica

approve the budget proposal of the directoratesewuinis Office for the
inclusion in the University budget;

Duties of the Chief Corporate Counsel and Secretario Council

2.6  The Chief Corporate Counsel and Secretary to Coahall:

(@)
(b)
(©)
(d)

()
(f)
(9)

(h)
(i)

provide legal opinion to the UDSM management onradkters; strategic and
those pertaining to day-to-day operations of thesénsity;

assist the University in drafting all legal docurtsemelated to third party
investment in the UDSM land as well as other styatssues;

participate in the legal negotiations with variquesties wishing to invest in
UDSM land;

study and advise the University on the soundnesslbmgreements and
contracts to be signed between the University amgd external or internal
agent;

assist UDSM management and relevant staff in utalgtsg laws governing
the day-to-day function of the University;

be the custodian of all licenses, insurance pajci#DSM seal agreements,
contracts, etc.;

witness all contractual agreements between thedusity and third parties;
serve as secretary to the Council of the Univetar es Salaam; and

vet all legal documents emanating from outside Winéversity in which the
University is a party.
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Duties of the Director of Finance

2.7 The Director of Finance shall:

(@)

(b)

()
(d)

(e)

()
(¢))

(h)

(i)
@)
(k)
()
(m)

(n)

(0)
(P)

serve as Chief Finance Officer of the Universitg ahall be responsible to the
Vice Chancellor, through the Deputy Vice ChanceloAdministration, for
the proper keeping of accounting records, all fai@nmatters both revenue
and non-revenue, and maintain effective internatrods;

prepare quarterly and annual financial statemeatstiie Vice Chancellor
which shall show amount allocated to each recurr@md development
activity, expenditure incurred and commitments ertanto up to the end of
each quarter of the financial year;

cause to submit Vote Holders’ quarterly statemeelgting to their financial
responsibilities through the Accountant in charge;

prepare annual estimates of revenue and expendituhe University for the
ensuing year for consideration and recommendatipnthie Planning and
Finance Committee and approval by the Universityrid;

authorize all orders made out by Sub-vote Holdefore they are sent to
Suppliers and for checking that orders will notsmthe Vote to be exceeded;

authorize all payments made to staff and thirdigsut

ensure all payment vouchers are accurately wordegroved by proper
authority, properly recorded, filed and stored addter payment;

keep proper accounts and as soon as is practibablevithin three months

after the end of each financial year, produce te tWWDSM's Auditors

Statement of Financial Position, Statement of Feren Performance,

Statement of Cash Flows, Statement of Change inANgsets, and Statement
of Budget Comparison as at"™80une of each Financial Year.

ensure all revenues due to the University are ptiymgnd fully collected,
banked intact, and are reflected in the Cash Bowkpaioperly utilised for the
intended purpose.

maintain fiscal discipline so as to ensure Uniwgrsves within its budget.
advise University management on the need to takeisie cost cutting
measures where necessary.

strengthen the collection of revenues from vari@didSM and external
sources.

obtain written acknowledgement of all accountinghsy records, returns and
any other document related to these and hand thesn to the statutory
Auditors for the conduct of the audit of the Acctauiaf the University.

ensure that all university accounting records (eashbooks and general
ledgers) are kept properly and opened and closkdamnwith the relevant laws
of Tanzania, international and local standards, vehsity Financial
Regulations and specific donor requirements.

ensure that all statutory dues like PAYE, Pensiedudtions, are made timely
and fully to avoid unnecessary penalties.

be responsible for implementing credit arrangemehtke University.
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Duties of the Director of Planning, Development, ath Investments

2.8  The Director of Planning, Development, and Investtaashall:

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

(¢))
(h)
(i)

()

(k)
0

(m)
(n)
(0)

(P)
(@)
(r)
(s)

(t)
(u)

provide technical advice on all planning and depelent undertakings at
UDSM.

develop and continuously review expansion targétsjuding physical
infrastructure (physical planning) in liaison withe Directorate of Estates
Services.

create, manage and effectively use and publiciagetsity statistics.

initiate, develop and oversee the implementatioalladevelopment projects.
serve as custodian of all university policies, tagons and guidelines and
monitor their implementation.

lead the development of the medium and long-telangbf the university.
develop and monitor the implementation of strat@gns and disseminate the
findings through reports and/or annual workshopsaddition, guide and help
units to develop their own plans.

co-ordinate and control the planning as well asaite and efficient
utilization of all resources.

develop and regularly review the University Corper&trategic Plan and
advise management on its effective implementation.

suggest effective strategies for mobilizing researfor the implementation of
university plans.

prepare annual budgets in liaison with the Direofdfinance.

plan and develop cost-cutting measures and mothigr implementation in
liaison with other relevant offices.

serve as secretariat to Council Committees resplen&r planning, finance
and investment and any other relevant sub-committee

research and assist in preparing reports on pay issues that have an
impact on university growth, functions, and devehemnt.

collect, analyse, maintain and provide the univgrsind its stakeholders
timely and accurate statistics and data of acadamicadministrative nature
and conduct forecasting and statistical analysislézision making.

institutionalize data management system (collectiggrocessing, and
preservation) in all pillars (teaching, researctl knowledge exchange).
analyse data trends and institutional performanagsed on internationally
recognized approaches.

adopt regional and international data formats amaquures for institutional
ranking for in-house and regional benchmarking uses

in liaison with ICT manager, link all data managam#ools (e.g., ARIS,
Research Repository and OPRAS) for maintaining isterscy, sharing of
information and enhanced accessibility.

establish an effective institutional planning modatluding strategy maps,
balanced scorecard methodology, and dashboard.

develop various development plans and stimulatéirmoous improvement in
the planning process.
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(v)

(w)
(x)

)

@)

(aa)
(bb)
(cc)

(dd)
(ee)

(ff)
(99)

(hh)

lead the consolidation of university plans and pnéshe master strategy plan
to the university management for approval and comaoation of approved
strategies and business plans to colleges, schadspther university wide
units and departments.

plan and lead the establishment of university lasel plan.

ensure identification of critical success factor&l aorrelation to university
key performance indicators and the overall stratd@ghe university.

develop and implement relevant performance manageraad reporting
systems and planning analytics processes to traslensity performance and
strategy implementation.

market university facilities (e.g. investment latehded property, housing) in
uniformity with university policy;

search for investors on university land and othssets owned by the
university;

seek opportunities for the university to invesphofitable corporate ventures
(e.g. in the stock exchange, shares);

build and maintain an accurate database of allgoaies of potential and
actual investors.

oversee the processing and implementation of &H prBjects.

advise the Management on appropriate rent andtéebe charged to entities
wishing to rent space or operate within UDSM presis

ensure that UDSM gets due and timely payments asqracts and therein
conditions are followed.

oversee the operation of all University investmantl income generation
projects.

prepare reports, data, and information related nicestment and income
generation at the University.

Duties of the Director of Estates Services

2.9 The Director of Estates Services shall:

(@)
(b)
(€)
(d)
(e)

(f)
(9)
(h)
(i)

manage the staff and functions of the DirectordteEstates Services and
ensure their effective deployment.

review the performance of all estates-related serproviders.
co-ordinate the preparation of the physical masins for all estates.

plan, coordinate and supervise the effective maariee and rehabilitation
activities of the University infrastructure.

advise the university management on physical pragioapital development
and prepare and compile budgets for new projects.

manage the general physical infrastructure andfolaits optimal use.

supervise all construction projects in the Uniugrand ensure the interests of
the University are safeguarded in all contractetdconstruction projects.

maintain University boundaries and properties amiige legal ownership.
verify utility bills, land rents and all estatesated fees and debts.
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()

(k)
()
(m)
(n)

(0)
(P)

carry out maintenance and construction that is iwithe capacity of the
Directorate.

serve as a secretary to the Estates and Housingpitzes.
formulate policy proposals related to estates Hietss
coordinate consultancy services in estates manageme

maintain and coordinate work contracts with buigdand maintenance staff of
the Directorate of Estates Services.

prepare training and development plans for Estttdt
perform any other duties as assigned by one’s tiegaofficer.

Duties of the Director of Research and Publication

2.10 The Director of Research and Publication shall:

(@)
(b)
(©)

(d)
(e)

(f)
(9)
(h)
(i)

@)

(k)

()
(m)

facilitate communication of all matters regardingsRarch and Publication
activities to UDSM units;

facilitate the creation and maintenance of inteigighary research groups and
centres both internally and externally;

facilitate engagement, creation, and maintenanceotiiborative research
links with industry, other research institutionscdl, and foreign donors in a
proactive way;

chair Directorate meetings and ensures transmissnehimplementation of
decisions made by University organs.

maintain discipline, integrity, and respect of allembers of staff in the
Directorate and take timely and appropriate actishen policies and
procedures have been breached and recommend thagyplction where
necessary.

be responsible for the annual performance apprafsall members of staff in
the Directorate.

provide leadership in terms of coordination, delega initiation of research
and publication to cope with the changing environtakconditions.

prepare financial estimates for the requirementsthd Directorate in
consultation with section heads and, where necgssaordinators.

assume responsibility for planning, control andceght use of all resources,
including staff time and skills, finances, plangmns, equipment and all other
assets of the Directorate as well as ensuring feewrity and maintenance.

facilitate development and review of policies on 8Nd human capacity for
Research and Publication.

liaise with government departments, private andlipudector organisations,
donor agencies and educational institutions oressalated to Research and
Publication.

implement the university research policy by faatihg promotion of research
and publication culture to UDSM staff and students;

maintain an accurate database of all researchgtso@ different levels and
ensure it is updated regularly.

10
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(n)
(0)
(P)

govern and regulate all finances, resources, ptppand opportunities made
available to the Directorate;

receive and endorse plans of the Directorate arwdafal them for integration
into University level plans, and

approve the budget proposal of the Directoratarfousion in the University
budget.

Duties of the Director of Public Services

2.11 The Director of Public Services shall:

(@)
(b)
()
(d)
(e)
(f)

(¢))
(h)

(i)
()
(k)
()

(m)
(n)
(0)

(P)

head the Directorate of Public Service at the Unsitgg of Dar es Salaam and
the University Consultancy Bureau (UCB).

ensure, in liaison with the Director of Researchl d&ublication, research
findings are commercialised to the community agéar

facilitate and encourage researchers to partneh witustry so as to
communicate applicable research findings.

encourage and promote proactive behaviour to UD&If and students in all
matters of public services.

facilitate training needs assessments to variogsitutions, internally and
externally.

guide the Directorate with respect to public servizy setting goals and
standards, by supporting initiatives and new diogst in these areas and by
personal examples.

chair Directorate meetings and ensure transmisarmh implementation of
decisions made by University organs.

maintain discipline, integrity, and respect of allembers of staff in the
Directorate and take timely and appropriate actishen policies and
procedures have been breached and recommend thagyplction where
necessary.

be responsible for the annual performance apprafsall members of staff in
the Directorate.

provide leadership in terms of coordination, delega initiation of
Knowledge exchange to cope with the changing enuient.

prepare financial estimates for the requirementsthd Directorate in
consultation with Section Heads.

assume responsibility for planning, control andceght use of all resources,
including staff time and skills, finances, plangmns, equipment and all other
assets of the Directorate.

facilitate UDSM capacity building in collaboratiomith various experts in
public services.

facilitate development and reviews of policies oBSM human capacity for
public services.

liaise with government departments, private andlipudector organisations,
donor agencies and educational institutions onewsstelated to public
services.

promote cross-institutional linkages for complenaeities of public services.

11
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(@)
(n
(s)
(t)
(u)
(v)

ensure the security and maintenance of the Uniy&rqroperty with regard
to public services.

implement the University consultancy policy and@mage staff to participate
in consultancy and outreach activities;

maintain an accurate database of all consultanojeqs at different levels
and ensure it is updated regularly.

govern and regulate all finances, resources, ptgpand opportunities made
available to the directorate;

receive and endorse plans of the directorate arvdafd them for integration
into University level plans, and

approve the budget proposal of the directoraterfdusion in the University
budget.

Duties of the Director of Undergraduate Studies

2.12 The Director of Undergraduate Studies shall:

(@)

(b)
()

(d)

(e)

(f)

(¢))

(h)
(i)
()
(k)

prepare and submit to Senate and Council througlagipropriate organs for
approval policies, plans and undergraduate acadprograms that promote
academic excellence at UDSM;

coordinate the submission and approval by Sendte; eonsideration by
relevant organs, all the undergraduate academgrgmes of the UDSM,;

coordinate the submission and for noting by Senafier consideration by
relevant organs in Colleges/Schools/Institutestred! students to be admitted
to UDSM for undergraduate programs;

act as the University Management's adviser on msatidating to strategic,
institutional and academic planning by Collegest@it$rinstitutes, including
consequential changes in the non-academic areasyelisas academic
resource models and provision;

compile and prepare for presentation to Senatdishef all students from
Colleges/Schools/Institutes to be awarded degrdiptomas, certificates or
any other academic awards of UDSM for the undergaprogram.

constantly review and recommend to Senate and @ofancapproval and
updating all regulations covering various undergedd academic programs
and examinations at UDSM;

compile all cases from Colleges/Schools/Institties warrant an appeal to
Senate for any irregularities occurring in the agetcbf examination or
compilation of examination results;

establish a system that shall ensure that acad&afis are available most of
the time during office hours for students and megrsultation.

maintain an accurate database of all undergraduatients at different levels
and ensure it is updated regularly;

govern and regulate all finances, resources, ptgpand opportunities made
available to the directorate;

receive and endorse plans of the directorate arvdafd them for integration
into University level plans; and

12
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0

approve the budget proposal of the directoratanfcusion in the University
budget.

Duties of the Director of Postgraduate Studies

2.13 The Director of Postgraduate Studies shall:

(@)

(b)
()

(d)

(e)

(f)

(9)

(h)

(i)

@)

(k)
()

prepare and submit to Senate and Council througlagipropriate organs for
approval policies, plans and postgraduate acad@nuigrams that promote
academic excellence at UDSM.

coordinate the submission and approval by Sendter eonsideration by
relevant organs all the postgraduate academic gmogyof the UDSM.

coordinate the submission for noting by Senater aivnsideration by relevant
organs in Colleges/Schools/Institutes, all the estiisi to be admitted to UDSM
for postgraduate programs;

act as the University Management's adviser on msatidating to strategic,
institutional and academic planning by Colleges@i®t$rinstitutes, including
consequential changes in the non-academic areasyedsas academic
resource models and provision.

compile and prepare for presentation to Senatdishef all students from
Colleges/Schools/Institutes to be awarded postgitaddegrees, diplomas,
certificates or any other academic awards of UDSM.

constantly review and recommend to Senate and @ofamcapproval and
updating all regulations covering various postgedadwacademic programs and
examinations at UDSM.

compile all cases from Colleges/Schools/Institutiest warrant appeals to
Senate for any irregularities occurring in the amtdof examination or
compilation of examination results.

establish a system that shall ensure that acadgaffs are available most of
the time during office hours for students and megrsultation.

maintain an accurate database of all postgradwatiersts at different levels
and ensure it is updated regularly.

govern and regulate all finances, resources, ptppand opportunities made
available to the directorate;

receive and endorse plans of the directorate arvdafd them for integration
into University level plans, and

approve the budget proposal of the directoratanfcusion in the University
budget.

Duties of the Director of Innovation and Entrepreneairship

2.14

The Director of Innovation and Entrepreneurshidisha

(@)
(b)

be responsible for annual performance appraisall@hembers of staff of the
directorate;

provide leadership in terms of coordination, delega initiation of
innovation and entrepreneurship programs to copé whe changing
environment.

13
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()
(d)

(e)
(f)
(9)
(h)

(i)
()

(k)
()
(m)

prepare financial estimates for the requirements tleg directorate in
consultation with managers and where necessarylic@bors.

assume responsibility for planning, control andcedht use of all resources,
including staff time and skills, finances, plangnts, equipment and all other
assets of the directorate.

represent the University in all national and in&ional fora on matters
concerning innovation and entrepreneurship.

carry out liaison job with government(s) and thevge sector with respect to
innovation and entrepreneurship.

promote cross-institutional linkages for complenagptknowledge and skill
on innovation and entrepreneurship.

facilitate development and review of policies on 8Nd human capacity for
innovation and entrepreneurship services.

ensure the security and maintenance of the diragefsrproperty.

maintain an accurate database of all innovationesmicepreneurship programs
and ensure it is updated regularly.

govern and regulate all finances, resources, ptppand opportunities made
available to the directorate;

receive and endorse plans of the directorate arvdafd them for integration
into University level plans, and

approve the budget proposal of the directoratanfcusion in the University
budget.

Duties of the Director of Human Resources and Admiistration

2.15 The Director of Human Resources and Administrasioall:

(@)

(b)
()

(d)
(e)
(f)

(¢))

(h)
(i)
()

plan, develop, review and coordinate the implententaof HRM policies and
procedures.

prepare human resources plans and projections.

develop monitoring and evaluation framework for lempentation of staff
projections, recruitment, deployment, training appraisal so as to ensure
that UDSM activities are effectively and timely Gad out.

develop a comprehensive human resources managemeantl.
coordinate the preparation and review of UDSM HRMidpets.

develop and administer periodic performance andrgaleviews, suitable
remuneration and staff welfare packages for jobisfsation and staff
retention.

ensure that the University has a conducive worlangironment free from
fears of health and safety risks and sexual hamsisand that the interests of
the University and those of employees are intedgrate

ensure the smooth running of the registry unit.
prepare quarterly reports for the University mamagmet meetings.

serve as the University management’s advisor onensatelating to human
resource management, compensation, labour reladondabour legislation.
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(K) serve as a Secretary to the Appointments and HiReaources Management
Committee.

()] perform any other duty as may be assigned by DVAdministration.

Duties of the Chief Internal Auditor (CIA)

2.16 The Chief Internal Auditor (CIA) shall:
(&)  ensure that financial procedures throughout theausity departments comply
with university financial regulations and that thenits of authority on all
matters involving finance are adhered to.

(b) maintain a regular check on the accuracy of aceaogimécords throughout the
university and on the observance of standard mesind procedures. These
objectives can be achieved by carrying out bothuleeg and random
investigations of academic and administrative diapamts’ accounts.

(c) verify university income from source to bank andune that expenditure is
properly incurred according to approved policy afticiently charged to
relevant votes.

(d)  evaluate internal controls to ensure that accogrgystems provide adequate,
timely, and accurate information and protection irga loss through
negligence, dishonesty, or otherwise.

(e) carry out any forensic audit as directed by managegnor the audit

committee.
() monitor the implementation of all internal and extd audit
recommendations.

(9) build up an effective liaison with external aud#or

(h) make recommendations to the Vice Chancellor throtigh Deputy Vice
Chancellor — Administration about checks and chanigethe accounting
systems and controls and the adequacy of securngements within the
systems used by the finance department, partigulailhin computerized
systems.

0] oversee the implementation of authorization of wasd changes from time to
time with regard to access to computerized systaviikin the finance
department.

()] ensure that Sub-vote Holders maintain an inventdriurniture, equipment,
and other moveable assets in accordance with giiyepolicies and
regulations.

(k) provide information and advice to university marragat on the most
efficient use of the university's financial res@sc

()] advise the Deputy Vice Chancellor — Administratammthe need to update or
otherwise change Accounting Manuals, Policies, Rwrmtedures.

(m) immediately report to the Vice Chancellor any se$p@ occurrence of
dishonesty.

(n)  carry out such "Value for Money" audits of all ueisity procurements and
investments.

(0) present regular reports to the Council committspaasible for finance/audit.
(p)  audit any other activities that are part of theedmnctions of the university.
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(@)
(r)
(s)

prepare the risk-based annual internal audit plan.
review university annual accounts for submissiotheoAudit Committee.
provide secretarial services to the Audit Committee

Duties of Sub-vote Holders

2.17 Sub-vote Holders shall:

(@)
(b)

(€)

(d)

(e)

(f)

(¢))

ensure that funds received or spent are propemyraited and their use is
monitored.

ensure that appropriate and adequate arrangemgists te safeguard all
assets; that university policies, including the Hatjons, are complied with,
and that records are maintained in a complete eograte form.

ensure that adequate procedures for regular indepérchecks of financial
transactions are in place. Guidance on recommendéestnal control
procedures will be available from the Office of tBkief Internal Auditor.

cause the preparation of quarterly and annual filmhneports and statements
for submission to their respective boards and tleveast authoritative
committees.

closely liaise with Heads of Departments and Sasticn preparing the
budgets and plans in order to inform the resoutt®aion by the Vote
Holder. The resource allocation decisions mustdrengsunicated to Heads of
Departments and Sections as soon as possiblealifteation by Vote Holder.

be responsible for causing, through the officercimrge of stores, the
safeguarding of the stores and ensuring that threypaoperly sheltered,
protected and maintained.

ensure that sufficient levels of stores and st@arksmaintained to avoid stock-
outs or over-stocking.

Duties of Head of Procurement Management Unit

2.18 The Head of Procurement Management Unit shall:

(@)

(b)

(€)

(d)

(€)

in consultation with the Vice Chancellor, organisexd manage the
Procurement Management Unit ensuring that systdmpsirchases and stock
control including the movement of stocks betweentres are operationally
sound;

develop, disseminate, monitor implementation andeve procurement and
inventory policies, procedures, processes, andefjoik;

in liaison with user departments, guide and coainpreparation and
implementation of the University’s procurement pfantimely acquisition of
goods/services/works;

ensure that UDSM realizes value for money, complieth the Public
Procurement Act of 2011 and its regulations andcym@ment needs are
synchronized with institution objectives;

provide logistical support and act as secretamathte University Tender
Board,;
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() liaise with the Office of Chief Corporate Counsetie&Secretary to Council on
preparation and implementation of procurement emig

(9) timely prepare and submit procurement reportseédvianagement;

(h) be accountable for the work performance of procemmstaff in the
University;

0] be accountable for developing sectional budgetsjitmming and controlling
sectional expenditure and costs to meet the buadgkimaximise the effective
use of UDSM’s financial resources;

() supervise and coordinate the work of subordinates;
(k) ensure the provision of job training to subordisate
()] perform any other related duties as may be assifyjogdtime to time.

Note:

In the event of the change of title of the offickley, the relevant duties shall be taken to be
assigned to the officeholder with the new title.
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PART 3
BUDGET

Budget Process and Control

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

3.9

The University of Dar es Salaam budget preparasagoverned by the Budget Act,
Cap.439 of the Laws of Tanzania and budget guidslimat may be issued by the
government from time to time.

The Deputy Vice Chancellor — Administration is resgible for preparing, or causing
to be prepared annually in line with the Medium meExpenditure Framework
(MTEF) and the five-year rolling strategic planimahcial plan, including a detailed
revenue budget, recurrent expenditure budget apdatgrogramme for the next
financial year, for consideration by University img Promotion Committee before
submission to the Council for approval.

The Director of Planning, Development, and Investimaust liaise closely with the
Sub-Vote Holders in preparing the budgets and pilamsder to inform the resource
allocation process by the University Funding PraoroCommittee and the Council.
The resource allocation decisions must be commtedcto Sub-Vote Holders as
soon as possible following approval by the Council.

At least eight months before the commencement pfiaancial year, the DPDI shall
request Sub-Vote Holders to submit new income axpemditures as well as
procurement plans for the ensuing financial year.

Sub-Vote Holders shall submit to the DPDI, withineomonth, the request of
estimates on revenue and expenditure/procuremdali@ss:
@) Revenue from different sources of incomes diregélgerated in their units;

(b) Changes in Establishment;
(c) Other Charges items;
(d) Capital Development items.

On receipt of the proposals, the DPDI shall preplaaét consolidates estimates.

The DPDI shall submit the draft consolidated estesdo the Planning, Finance and
Investments Committee. Thereafter the draft esgémathall be sent to University
Funding Promotion Committee, and eventually to @wincil of the University for
approval.

Such Estimates approved by the Council shall bedaded to the relevant Ministry.

The Deputy Vice Chancellor — Administration is respible for causing the
submission of recast budgets for considerationhieyUniversity Funding Promotion
Committee prior to submission to the Council fotirmate approval. These recast
budgets must also be communicated to all Sub-Vaildis and loaded into the
Financial Management Information System.
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3.10 The Deputy Vice Chancellor — Administration shalbmit recast Annual Estimates
for the Current Financial Year to Council, througk University Funding Promotion
Committee where:

The estimates considered and approved by the Qoumder Regulation 3.8

above are different from those approved by Govenime

(@)
(b)
()

3.11

There is a saving arising from
supplementary funds.

different sources famm Government

There is a necessary and unforeseen expendituh wlas not considered in

the budget.

resources allocated to them.

Sub-Vote Holders are responsible for the economafééctive and efficient use of

3.12 The Budget Preparation Process Matrix is presant&dble 1 below:

Table 1: Budget Preparation Process Matrix

Time Activity Responsible Officer
August Request the budget proposals from Suirector of Planning, Development, and
Vote Holders Investments
September Preparation and submission of budg8&ub-Vote Holders
proposals
September Compilation of budget proposals Director of Plampibevelopment, and
Investments
September Discussion of draft budget estimates Planning, mgea and Investments
Committee
October Submission of draft consolidatedirector of Planning, Development, and
estimates to University Fundingnvestments
Promotion Committee
November| Submission of draft consolidatedeputy Vice Chancellor -
estimates to the Council of thédministration
University for approval
January Submission of the budget to the reley&fite Chancellor

Ministry

NOTE: Budget process timing will depend on Governimgirectives and issuance of the
budget ceiling.

Budgetary Control and Incurring Expenditure

3.13 No expenditure shall be incurred by and for theppse of University of Dar es
Salaam except in accordance with the provisionghef annual estimates or in
accordance with the provisions of any supplementstmates approved by the
Council.

3.14

The control of income and expenditure within aneagrbudget is the responsibility

of the designated Sub-vote holder who must endwatethe day to day monitoring is
undertaken effectively. The Vote holder will beiatsd in this duty by the Financial
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Management Information System and the budgetarytra@oraccountant in the
University finance office. The types of managemafdrmation available to different
levels of management are described in the UniyersitDar es Salaam’s detailed
financial procedures together with the timing amdification reporting requirements
which they are expected to comply with. The Finah&flanagement Information
System maintained by the University of Dar es Suladll provide the nominated
Sub-vote holders access to their accounts and idigemonitoring, reporting and
inquiry purposes.

Budget Committee

3.15

3.16

There shall be a Budget Committee established éywibe Chancellor in accordance
with Budget Regulation 17[(1), (2)(a-e)].

The composition of the Budget Committee shall bolbgws:
(@) Vice Chancellor as the Chairperson;

(b) Director of Planning, Development, and InvestmemdsSecretary; and the
following members:

0] All Deputy Vice Chancellors;

(i) Director of Finance;

(i)  Director of Estates Services

(iv)  Director of Undergraduate Studies;

(v) Director of Postgraduate Studies;

(vi)  Director of Public Service;

(vii)  Director of Research and Publication;

(viii)  Director of Innovation and Entrepreneurship; and
(ix)  Director of Human Resources and Administration.

Functions of the Budget Committee

3.17

The functions of the Budget Committee are elabdrate Budget Regulation 17
[(3)(a-d)], as follows:
(@  To review revenues collection measures;

(b)  To allocate resources based on the strategic pldtJaiversity priorities;
(c) To evaluate budget performance Treasury Registcagilar and directives.
(d)  To collect budget and information and compile thms.

Annual Estimates

Estimates of Revenue

3.18 The estimates of revenue for the University shadlude the gross receipt of all the

funds that accrue to the University and shall idetu
(@  Subventions from the government,

(b) Funds receivable from development partners foredbfit causes including
research or otherwise,
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3.19

(© Tuition fees,

(d) Dues from royalties,

(e) Dividends,

() Rental incomes from properties,

(9) Business income receivable from University compsnie

(h) Income generated from the provision of public ssr\at a fee,

) Any amount that is receivable by a University Wsrittompany not mentioned
above.

In order that the Council receives an accuratenesé of the total revenue of the
University, all revenues shall be included in tretireates submitted by the Vice
Chancellor and such revenue shall be as accuraesagle.

Estimates of Expenditure

3.20

The estimates of expenditure should show as nearlgan be predicted the amounts
that are expected to be spent by the Universitinduhe year, and it shall not include
indefinite items such as unforeseen expendituemptingencies.

Personal Emoluments Budget

3.21

3.22

3.23

3.24

All items of personal emoluments shall appear ds-chapter of the expenditure
estimates entitled Personal Emoluments and shaidtothe following items:
(@) Salaries,

(b) Responsibility allowance,

(© Allowance for special duty,

(d) Overtime or extra duty allowance,

(e)  Acting allowance,

() Housing allowance, or

(g)  Other allowance as shall be approved from timate by the Treasury.

Payments of a kind of job related costs such aglirag while at work or transport
and travelling allowances granted in consideratbexpenditure incurred on public
service shall not be included as items under patsEmoluments.

Each allowance shall be identified as a separate &nd be described in a separate
sub-item, and the Government contributions as ampl@mar to social security
schemes, pension and welfare schemes both instlewtside the government shall
be included as separate items.

Personal emoluments are required to be prepardteobasis that no virement shall
be permitted either into or out of the subchapter.
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Recurrent Expenditure Budget

3.25

3.26

3.27

The recurrent expenditure shall have to includesellvices other than personal
emoluments which can be properly apportioned topdwicular item and shall be
included as “Other charges”.

Other charges shall normally include procuremerdllobperations of the University.
It includes the current cost of goods and servieadered to suppliers and contractors
and non-durable goods bought for the productiothefUniversity services within a
period of twelve months. This category of expengitwill include items as teaching
and learning materials, utilities, communicatiooffice and rental expenses, training
expenses, travel and subsistence, medical suppfissrance expenses and other
goods and services not elsewhere classified.

Other charges will also include all payments made ffegular maintenance,

rehabilitation of the University’s physical and nfimancial capital assets including

all procurements of materials and supplies useepair and maintain such assets.
Maintenance items would also include mobile velsiclself-propelled equipment,

payments for small tools, spare parts as well agpatent of small value even if they

have a life of more than one year.

Capital Expenditure Budget

3.28

3.29

3.30

Capital expenditure on land, buildings, major equept, furniture, and associated
costs can only be considered as part of the capitairam when approved by the
Council. Major capital expenditure programs shalldonsidered in the context of the
University of Dar es Salaam’s Rolling StrategicrPla

Proposals relating to capital expenditure programmaball be compiled by the
Director of Estates Services in consultation witle Director of Finance and the
Director of Planning, Development and Investmeats] shall be submitted by the
Deputy Vice Chancellor — Administration to the Usnisity Funding Promotion
Committee for consideration before they are sulealito the Council for approval.
Proposed capital development projects have to peasted by:
(@) a statement which demonstrates the project’'s ciemgig with the strategic
plans and estates strategy approved by the Council,

(b) an initial budget for the project for submission ttee University Funding
Promotion Committee. The budget should include eakdown of costs
including professional fees, VAT and funding sosice

(c) a financial evaluation of the plans together wikieit impact on revenue
budgets plus advice on the impact of alternatiemg|

(d)  where appropriate, an investment appraisal in mdbrwhich complies with
accepted formats in investment appraisal,

(e) ademonstration of compliance with tendering procesl and regulations, and

)] a cash flow forecast.

The Vice Chancellor shall report to every meetifighe Council on the progress of
the execution of the capital development prograpmaved by the Council and on
the raising of capital funds required thereof.
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3.31

3.32

3.33

The Vice Chancellor shall, where appropriate, tgtouhe machinery of the
University Funding Promotion Committee, propos€tmncil any adjustments to the
program which appear to him necessary or desirabléhe light of the current
financial position and shall take steps, when resmgs to secure any approval
required from the Council.

The Director of Estates Services shall be the Sib-kolder for Capital Expenditure
and shall be responsible for detailed executioGapital Development Programmes.
The Director of Estates Services shall be resptmsibthe Deputy Vice Chancellor —
Administration for the execution of all approvedvempment Plans in so far as they
belong to the University of Dar es Salaam. All jhhases of capital works items shall
be in compliance with these Regulations.

The Deputy Vice Chancellor — Administration sha# besponsible for regularly
keeping the University Funding Promotion Commiitdermed of the expenditure of
the funds allocated and shall propose any virenmatessary to the University
Funding Promotion Committee. For capital expenditiems, virement shall be
approved by the Council on the recommendation a& thniversity Funding
Promotion Committee.

Submission of Draft Estimates

3.34

3.35

On receipt of the proposals, the Director of PlagniDevelopment and Investments
shall, through the Deputy Vice Chancellor — Adnirsison, prepare draft estimates
to be submitted to the University Funding Promot@ommittee for scrutiny and
consideration after which the University Fundingomotion Committee shall
recommend them to the Council for approval.

The annual estimates shall be prepared to contgrowsion for all revenue and
expenditure estimated for the ensuing fiscal yeaccordance with the University of
Dar es Salaam Charter of 2007.

Issue of Warrant of Funds

3.36

3.37

At the beginning of each financial year, the Videa@cellor shall issue a warrant to
each Sub-vote Holder authorising him/her to incgpemditure in accordance with
terms of the warrant. However, the Vice Chancethary issue the warrants quarterly
or half-yearly or otherwise as he may deem fit,agling on the release of funds by
Government.

The warrant issued by the Vice Chancellor shallstitute the authority for the Sub-
vote Holder to incur expenditure under sub-headgated in the warrant subject to
these regulations.

Virement

3.38

Sub-vote holders do not have authority for viremeitihout first submitting a request
to the Vice Chancellor. Requests for Virement metato non-staff costs, up to a limit
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3.39

of 7% of the approved annual budget, as providedyothe Budget Act Regulation
27 (1) to (3), shall be submitted to the Deputy e/iChancellor —Administration
through the Director of Finance for consideration @approval. Any virement above
7% shall be approved by the Council and shall moeed 10% of the total approved
budget.

The Director of Finance is responsible through theputy Vice Chancellor—

Administration for submitting requests for viremagitresources above 10% to the
Vice Chancellor, who shall then seek approval frtitva Minister responsible for

finance.

Submission of Supplementary Budget

3.40

3.41

3.42

The Deputy Vice Chancellor — Administration shailbmit to the Council for
approval, a supplementary budget in support of mosgent in excess of the
approved budget or to meet unplanned expenditure.

A supplementary budget shall be required for:

€)) Increasing or decreasing, change in its purposec@ating a new
appropriation;

(b) Increasing or decreasing the amount of a line itemder the estimates if it
cannot be achieved through virements or changes glirpose.

The supplementary budget shall include a statemkatditional expenditures and
revenue relating to the fiscal responsibility piodes and financial objectives.

Budget Performance Review

3.43

3.44

3.45

The University Management shall make a quarterlyiese of the progress over

incurrence of expenditure and income earned vis-dhe approved budget and take
measures to redress the situation in the instawbese unfavourable variances or
abnormal favourable variances emerge.

Immediately after the year end, an overall reviewth® actual operations of the
Council for the year ended should be made vis-ativés approved budget. Any
unfavourable variances discovered should be exgiaio the Council for appropriate
action.

In the case of Capital expenditure, the Universifanagement should take
appropriate measures to ensure that implementafidhe projects is carried out in
accordance with the agreed cost and implementati@schedules in order to reduce
escalation of costs and delay in completion of qurchects.
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PART 4
INCOME AND EXPENDITURE

Income
Sources of Income

4.1  The sources of income for the University are, laitlimited to:
(@)  Student related fees

0] Tuition Fees
(i) Examination Fees
(i)  Application Fees
(iv)  Academic Transcript Fees
(V) Students Extension Fees
(vi)  Graduation Fees
(vii)  Students Accommodation Fees
(viii)  Student Identification Card Fees
(ix)  Registration Fee
(x)  Academic Appeal Fee
(xi)  Provisional Results Fee
(b) Research & consultancy fees
0] Consultancy Fees
(i) Institutional Fees
(i)  Research Fees
(iv)  Professional Development Programme (PDP) Income
(c) Government grants
0] Personnel Emoluments (PE)
(i) Other Charges (OC)
(i)  Capital Development Funds (CD)
(d) Donor grants
0] Donor Funds — Restricted
(i) Donor Funds — Unrestricted
(i)  Donations, Gifts, and Bequests
(e) Revenue from exchange transactions
0] Rental Income — Central Pool Transport
(i) Rental Income —Mlimani City
(i)  Hotel Income —Silversands Hotel
(iv)  Rental Income — Staff Houses
(v) Rental Income — Offices and Shops
(vi)  Rental Income — Communication Towers
(vi)  Rental Income —Small Businesses
(viii)  Accommodation Income — Research Flats
(ix)  Commission Received

25



UDSM Financial Regulations (Revised) 2019

x) Medical Fees

(xi)  Interest Received

(xii)  Sales of Books Income

(xiii)  Printing & Publishing Income

(xiv) Royalties Income

(xv) Dividend Income

(xvi) Hiring Conference and Halls Income
(xvii) Hiring Grounds Income

(xvii) Hiring Swimming Pool Income

(xix) Hiring Laboratories Income

The Setting of Sources of Income

Students related fees

4.2

4.3

4.4

The Deputy Vice Chancellor — Academic shall be oesgble for the determination of
student-related fees and publishing the same in Uheversity Prospectusafter
approval by the Council of the University.

4.2.1 The Deputy Vice Chancellor — Academic shalebtitled to grant conditional
registration to students who may not be in a pmsito meet full registration
when required. Such conditional registration shallimited to a semester.

4.2.2 The Deputy Vice Chancellor — Academic, upgopligation and with
appropriate written guidance, may waive tuitionsfaecordingly.

4.2.3 Where there is no written guidance, and tieean application for a waiver,
the Deputy Vice Chancellor — Academic shall submitequest for such
waiver to the Vice Chancellor.

4.2.4 Information to be used to bill students shallobtained from the students’
academic registration information system.

Calculation of carry-over fees shall be determibgdotal program fees divided by
total credits required for the program, multiplieg the number of credits for the
subject to be carried over.

4.3.1 Carry-over fees shall be levied over and abthe fees prescribed under
Regulation 4.2.

Extension fees shall be paid by students acconoifpstgraduate Regulations issued
from time to time.

Research and consultancy fees

4.5

Research and consultancy fees shall be determisqutescribed in the University
Research and Consultancy Policy.

26



UDSM Financial Regulations (Revised) 2019

Grants

4.6

All grants shall be determined according to specsfigned grant contracts.

Revenue from exchange transactions

4.7

Revenue from exchange transactions shall be detednaccording to existing
policies and regulations, contracts and the acaogistandards.

Receiving of Funds

4.8

4.9

4.10

411

412

4.13

4.14

The Accounting Officer shall:

(@)

(b)

be responsible for ensuring that adequate safeguamel in place and are
applied for the prompt collection, proper recordiagcounting and use of all
University revenues.

ensure, through the Deputy Vice Chancellor — Adstration, that all persons
liable to pay revenue are informed by bills, demaates or other appropriate
notices of debts which are due and that they am@naed promptly and
frequently of revenue which is in arrears and Hugquate measures are taken
to obtain payment including through the courts weh@rcumstances require.

The Director of Finance shall be the Official Reeeiof all University of Dar es
Salaam Funds. Accountants in charge of the catleati revenue shall be Collectors
of Revenue.

Accountants in charge of collection shall verife tiollowing before issuing receipts:

(@)
(b)
(€)

(d)

Ownership of the money received.
The category of payment.

The amount collected is related to the service esstl or expected to be
rendered.

The amount received is in accordance with relatedirol numbers issued.

No person shall lend or borrow or cause to lendasrow any money collected under
these Regulations.

All revenues shall be collected through designateiversity bank accounts to be
communicated by the Director of Finance.

Receipts for funds collected shall be notified tlglo the issuance of university
official receipt generated by the Financial Managaetinformation System.

The Director of Finance, in conjunction with thet¥dolder and Sub-vote Holders
concerned, shall make and maintain adequate amsergs:

(@)

(b)

for the financial organization, accounting, and l&eeping necessary to
ensure the proper recording of all sums due to Uheversity of Dar es
Salaam; and

for the collection, custody, control, disposal, ppt and proper accounting of
the Vote or Sub-vote Holder.
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4.15

4.16

4.17

4.18

Particulars of all charges to be made for work daervices rendered or goods
supplied by the Vote or Sub-vote Holder to one heoshall be promptly notified in

writing to the Director of Finance for the purpoe€ raising charges to parties
concerned.

Rules and procedures for amounts and conditionpagiments of tuition fees by
students shall be set by the Council of Universitypar es Salaam and implemented
by the Accounting Officer through the Deputy Vickabcellor — Administration.

Failure to pay tuition fees shall entail the impiosi of sanctions which can include
termination of registration, barring from examioati withholding of results and or
postponement of graduation.

With regard to revenue, the Director of Financdlsgresure that:
(@) debtors’ invoices are raised promptly in respectimfome due to the
University of Dar es Salaam,

(b) swift and effective action is taken to collect alige debts in accordance with
the University of Dar es Salaam'’s formal proceduass

(c) outstanding debts are monitored, and monthly re prepared.

Recording and Control of Receipts

4.19

The Director of Finance shall be the custodianhef University of Dar es Salaam
funds. Vote and Sub-vote Holders are to take prapeps within their powers to
collect and bank such funds daily, as follows:

(@) Every sum received on behalf of the University @fr[@s Salaam by a Cashier
or other authorised employee of the University afr@s Salaam shall be
immediately acknowledged by the issue of an officeceipt through the
Financial Management Information System. The ddficieceipt must be
completed, in indelible ink, by the receiving o#fi¢c signed and dated. The
receipt shall show clearly the purpose for whiah ittoney was paid.

(b) No form of receipt is to be used without authoiimatof the Director of
Finance who will arrange for the printing of allrfies of receipts and ensure
that they are serially numbered, recorded and otbedt.

(c) When a cheque is received, the number of the cheljaik be quoted on the
receipt.

(d) When payer presents himself in person, the reshighi be handed to him on
the same day.

(e)  The Public should be informed by way of a noticéghat Cash Office counter
that an official receipt must be obtained for aoyngpaid to the University of
Dar es Salaam.

() The main cashiers shall be covered by Fidelity @Guige Insurance.

Handling of Receivables

4.20 All uncollected students’ bills shall be recognizedstudent debts.
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4.17.1 Student debtors’ accounts shall be maintafoeat least two financial years.
All students’bills that remain uncollected afteroteonsecutive financial years
shall be eligible for treatment as bad debts. Hewrelvefore any provision for
bad debts is made, the outstanding bills must beotlghly analyzed, and
failure of all efforts to recover shall be proved.

4.17.2 All other receivables shall be analyzed determined according to their
policies, directives, and laws governing their gpen.

4.17.3 The provision shall be specific and one hedhgber cent provided.

4.17.4 The procedure for write-off shall be as dbsd in Regulation 15.21.

Physical Handling of Negotiable Instruments

4.21 An officer accepting a cheque in payment of moneg tb the University of Dar es
Salaam shall ensure that:
(@) The cheque is correctly dated and that it is neiiinge expired nor post dated,

(b) The amount in words and figures agree,

(© The cheque is signed,

(d)  All alterations to any details of the cheque arkdeded by the full signature
of the drawer, and

(e) Details of the cheque are recorded, including tirexjae number.

4.22 Cash in physical transit shall be insured, entdustean officer covered by Fidelity
Guarantee Insurance and shall be moved under arsuedt.

4.23 Personal cheques shall not be received in exchiangash or cash equivalents.

4.24 Cashing of University of Dar es Salaam cheques rsedoby payees shall not be
permitted.

Research Grants

4.25 Where approaches are to be made to outside bamtiesipport for research projects
or where contracts are to be undertaken on behaluch bodies, it is the
responsibility of the Sub-Vote Holder to ensuret tthee financial implications have
been appraised by the Director of Finance.

4.26 The Deputy Vice Chancellor — Research shall caosedl applications of grants and
ensure there is adequate provision of resource®etd all commitments.

4.27 The Director of Research is responsible for examgirevery formal application for
the grant and shall ensure that there is adequatgasipn of resources to meet all
commitments.

4.28 The Director of Research shall ensure that the dobt of research contracts is
established. The research agreement must be innithethe University of Dar es
Salaam’s research policy with regard to indireciteaand other expenses and take
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4.29

4.30

4.31

account of different procedures for the pricingr@dearch projects depending on the
nature of the funding body.

Research grants and contracts shall be acceptbdraif of the University of Dar es
Salaam by the Vice Chancellor.

The Director of Finance shall cause the maintenafadl financial records relating
to research grants and contracts.

Each grant or contract will have a named supervisogrant holder and will be
assigned to a specific Sub-vote holder.

Consultancy Income

4.32

4.33

4.34

4.35

4.36

4.37

4.38

Where the University of Dar es Salaam has bid foorgsultancy assignment, it is the
responsibility of the Director of Public Service tensure that the financial
implications have been appraised by the Directdfioance.

The Deputy Vice Chancellor — Research shall caoisedl bids for consultancy work
and ensure there is adequate provision of resotwaaget all commitments.

The Director of Public Service is responsible feamining every formal consultancy
bid and shall ensure that there is adequate poovisif resources to meet all
commitments.

The Director of Public Service shall ensure that thll cost of the consultancy
contract is established. The consultancy agreemast be in line with the University
of Dar es Salaam’s consultancy policy and take @aticof different procedures for
the pricing of consultancy work.

Consultancy works and contracts shall be acceptdaebalf of the University of Dar
es Salaam by the Vice Chancellor.

The Director of Finance shall cause the maintenafadl financial records relating
to consultancy works and contracts.

Each contract will have a named lead consultantwaiidbe assigned to a specific
Sub-vote holder.

Banking

4.39

4.40

All money received by, and on behalf of the Uniugref Dar es Salaam by any
College, School, Institute or Department shall bepasited directly with the
University of Dar es Salaam’s bankers. Under nouairstances shall money received
be handled outside the banking system.

All cheques for the University of Dar es Salaam udtioindicate the payee as
University of Dar es Salaam and be sent to the dreof Finance. Cheques

30



UDSM Financial Regulations (Revised) 2019

441

received, if open, shall immediately be crosdédt‘Negotiable Account Payee Only
and endorsed-or the Credit to the Account of the UniversityDafr es Salaarm

All cheques received shall be deposited not ldtan tthe next working day into the
University of Dar es Salaam’s bank account.

Expenditure

Authority for charging of Expenditure

4.42

The Annual Estimates as approved by Council sloaitttute the authority necessary
for charging of expenditure to the funds of the wénsity of Dar es Salaam. No sum
shall, however, be withdrawn from the funds of theiversity of Dar es Salaam
except under the authority of a warrant issuechieyAccounting Officer.

Control of Expenditure

4.43

4.44

4.45

4.46

4.47

4.48

At the beginning of each Financial Year, the AcamgOfficer shall issue a General
Warrant through the Deputy Vice Chancellor — Admiiration to the Director of
Finance and Sub-Vote Holders authorising fundsccoedance with the Estimates,
with the exceptions of funds over which the AccaumtOfficer wishes to exercise
special control.

The Sub-vote Holders shall be aware of the spepifipose or purposes for which
each allocation is made available and of the ndge$sr complying with the
instructions on the warrant. A holder of a warranto regulate his expenditure so as
to ensure that the amounts allocated to him are exateeded or exhausted
prematurely.

Application for additional provision is to be malg the Sub-vote Holder in written
form, and submitted to the Accounting Officer, tingh the Deputy Vice Chancellor —
Administration and the Director of Finance. The laggtion is to be supported by full
details of the necessity for the additional pramisand the reason why it is essential.

No application for additional provision shall betemained unless it relates to urgent
expenditure which was unforeseeable at the timeEgtenates were prepared and
which cannot be postponed for consideration inftlewing financial year without
serious injury to the interests of the Universityoar es Salaam.

It must also be shown that this urgent expendittoald not have been met by
curtailing expenditure chargeable against the mgmeyided under the same item of
the Estimates.

It is the duty of the Sub-vote Holders to effedtpssible savings and the fact that
savings may be available under other items canea@dvanced as a justification for
additional provision unless it can be clearly elssaled that the savings were accrued
directly as a result of the proposed additionaleexiiture.
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4.49

4.50

451

4.52

4.53

4.54

4.55

4.56

4.57

4.58

4.59

4.60

4.61

Sub-vote holders are not authorised to commit thevéisity of Dar es Salaam to
expenditure without first ensuring that there aufficgent funds allocated in the
approved departmental budget to meet the purclusde ¢

The financial status of each Sub-vote Holder at@oigt in time is ascertainable from
the office of the Director of Finance.

Committed, as well as actual expenditures, can doertained from the Financial
Management Information System.

Any doubts should be referred to the Director afdfice for clarification prior to
placing the order.

No commitments are to be made until authority fadigional expenditure has been
obtained from the Accounting Officer through the ppty Vice Chancellor —
Administration.

Where savings are guaranteed to cover the additipravision required, the
Accounting Officer may issue a special warrant e tecommendation by the
Deputy Vice Chancellor — Administration without qrireference to the University
Funding Promotion Committee if the application doesexceed TShs. 100 million.

Such decision shall be reported by the Vice Chémctad the subsequent meeting of
the University Funding Promotion Committee.

An application in excess of TShs. 100 million sHadl approved by the University
Funding Promotion Committee.

In applying Regulations 4.54 to 4.56, the provisstipulated in Regulations 3.38 and
3.39 shall prevail.

In cases where savings are not available, a referém the University Funding
Promotion Committee is necessary. It follows thapleations for additional

provision in these circumstances must be made nvappropriate time to enable the
application to be submitted to the University FumgdPromotion Committee.

If an additional provision is approved, the Dep\Wfige Chancellor — Administration
is authorised to make a payment from and accepgebaagainst the University of
Dar es Salaam funds in respect of the relevantiteyra special warrant issued by the
Accounting Officer.

The Director of Finance is responsible for makimagment to suppliers of goods and
services to the University.

All goods and services shall be ordered based enUthiversity’s Local Purchase
Order, Contracts and other procurement procedute®ugh the Financial
Management Information System.
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4.62

4.63

4.64

4.65

Invoices from creditors must quote the related ©rsity Local Purchase Order or
Contract number and must fulfil requirements of Tlamzania Revenue Authority and
other government directives.

In order to ensure strict control over expenditure,charges shall be made against
any vote except for the special purpose for whicbtvigion has been made, and
expenditure is to be charged against the appreptan.

To control expenditure for which one is responsilhhe Vote Holder and each Sub-
vote Holder shall keep a record of actual expengitaommitment and the amount
which is still available for expenditures at anyedime. The Director of Finance shall
maintain a consolidated record for the same putpose

All expenditures shall be processed and maintaimethe University Integrated
Financial Management Information System.

Liability of Vote Holder and Sub-vote Holders for carelessness or negligence

4.66

4.67

Vote Holder and Sub-vote Holders shall be liabledoy unauthorized expenditure
resulting from carelessness or negligence on peeit

If the Director of Finance, in his opinion, consslghat a Sub-Vote Holder is
consistently negligent in the discharge of dutieslar these regulations, he shall
report to the Vice Chancellor who shall investigdie matter. If negligence is proved,
the Vice Chancellor may institute appropriate giboary action.

Savings on Approved Estimates

4.68

4.69

4.70

4.71

4.72

4.73

In cases where savings are available from othersitef expenditure under the same
sub-head and have been granted in support of dicagn for additional provision,
the original vote from which these savings are ® rhade may be reduced
accordingly with prior permission of the Vice Chahlor and the Sub-vote Holder
shall be required to ensure that the reduced egimaot exceeded.

The authority conveyed by any warrant normally é&gp®on the last day of the
financial year (3 June) unless an earlier date has been indicated.

Savings on recurrent expenditure shall not be edrorward from one financial year
to the next.

These savings shall be retained in a Universityoaet maintained at Bank of
Tanzania or any other bank as directed by the Gowvent from time to time, and
shall be at the disposal of the Council.

Orders must, therefore, be made early to ensutectfzages will be received in time
for payment before closing the financial year.

Orders to local suppliers shall stop at the endVialy except for those from the
Bookshop and Library.
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PART 5
REMUNERATIONS

Management of Personnel Emoluments

5.1

5.2

5.3

5.4

5.5

5.6

5.7

The fundamental principle for the management ofs@emnel emoluments is that
activities relating to the authorisation of appoients, the authorization of payment
and the recording of those payments should noeberned by the same person.

The Deputy Vice Chancellor — Administration througfe Director of Human
Resources and Administration is responsible foueng that personnel emolument
records maintained for all staff of the Universdine correct. He shall accept or reject
any changes made in the payroll.

The rates of salary and other personnel emolunfentfie University staffs shall be
as authorized in the salary scales in the apprbuedet and subject to directives and
circulars from the Treasury and President’s Offleeblic Service Management,
except for the contract staff where the scaleatesdtin the relevant contract.

The Deputy Vice Chancellor — Administration, up@teiving the information of an
officer’s services being terminated, shall writketier to this effect to the Director of
Human Resources and Administration within a weethefevent.

5.4.1 The Director of Human Resources and Admiistin must immediately
freeze the salary of such officer in the Human @GhpManagement
Information System (HCMIS).

5.4.2 The acknowledgement of the letter shall benitoced since a delay in
communication may lead the officer to continue drapsalaries to which he
is not entitled.

Where an Officer or any staff absconds from theises of the University of Dar es
Salaam, the Sub-Vote Holder shall immediately refy@ incident to the Deputy Vice
Chancellor — Administration and the Director of Ham Resources and
Administration.

5.5.1 Upon receipt of such information, the Directd Human Resources and
Administration shall arrange to suspend the Offscealary depending on the
final decision from the Deputy Vice Chancellor —midistration as deemed
appropriate.

The advice of changes of the University personaéh dhould be batched and sent to
the Treasury and the President’s Office Public BerManagement by the 5th day of
the month of work or as shall be directed by thea$ury from time to time.

No employee’s name shall be entered into the playrdll a copy of the letter of
appointment that confirms that the employee hasadlgtreported for duty has been
received.
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5.8

5.9

5.10

Allowances shall be provided according to the UD&bproved allowances, Standing
Orders and government circulars.

No action may be taken, which would result in tlagmpent of additional salary or
allowance to any officer until such time a copytbé proper authority has been
received.

Any balance of salary or allowance due to Univgrstaff who have been convicted

for misappropriation of the University funds or pesty or who has been dismissed or
whose appointment has been terminated therebynigaums due to the University

shall not be paid without the proper authorisaiwdrthe Deputy Vice Chancellor —

Administration.

Payroll Particulars

5.11

5.12

5.13

Each employee shall be assigned an identificationber which shall be recorded on
all documents concerning any transactions of staffy ®.g. Imprest application form,
advances, payroll, etc.

Payroll summary sheets shall be prepared accotdirige check number sequence
and against each payroll.

Employees’ payslips shall be obtained online thlotlte President’s Office Public
Service Management website.

Payment Procedures

5.14

5.15

5.16

5.17

5.18

5.19

All payments of personnel emoluments to Universiaff will be processed, through
the HCMIS, by the Ministry of Finance.

The Director of Finance is responsible for all payts of salaries and wages to all
staff who are not paid through HCMIS by the Minystof Finance upon
recommendation by the Director of Human Resouraes Administration. Such
payments will be made through the Payroll Sectibnthe Finance Office upon
recommendation by the Director of Finance.

Cheques and direct bank credits for payments afisaland wages shall be prepared
by the Director of Finance or by a person authakrizg him.

Payroll summary sheets shall be stamped and sitnyedhe person preparing,
checking and approving.

It is the responsibility of the University to ensuhat all statutory deductions on staff
remunerations are made and, when received, theywrsequently and promptly
remitted to respective authorities.

The Director of Human Resources and Administratghall be responsible for
keeping all records relating to the payroll ofethployees of the University of Dar es
Salaam, including those of a statutory nature.
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PART 6
PROCUREMENT AND SUPPLIES PROCEDURES

Procurement Procedures

6.1  All University procurement functions shall be incaodance with the Public
Procurement Act 2011(Revised 2016) and its regaatissued from time to time.

Supplies Procedures

6.2  All University supplies functions shall be in acdance with the Public Procurement
Act 2011 (Revised 2016) and its regulations andtB&M Stores Manual.
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PART 7
INTERNAL CONTROLS

Appointment of Bankers

7.1

7.2

The Council is responsible for the appointmenthef University of Dar es Salaam’s
bankers on the recommendation of University Funéirgmotion Committee.

It is provided that the Council’s decision shall ¢eided by relevant government
directives.

Opening and Maintaining Bank Accounts

7.3

7.4

7.5

7.6

7.7

7.8

7.9

The Accounting Officer shall arrange for such actsuto be kept as may be
necessary from time to time. No bank account dfelbpened unless that account is
for the furtherance of University of Dar es Salalawful business and is properly
approved by the Accounting Officer on behalf of @&uncil. The accounts so opened
shall be restricted to the specific purposes iihjtiatended for.

The Director of Finance is responsible for liaisiwith the University of Dar es
Salaam’s bankers in relation to the University @ir s Salaam’s bank accounts and
the issue of cheques.

7.4.1 All cheques shall be ordered on the autharfitthe Director of Finance who
shall make proper arrangements for their safe dysto

7.4.2 The Director of Finance shall delegate cuatwhip of such cheques to
Accountants in charge of Sub-Vote Holders.

All bank accounts shall be in the name of the Ursig of Dar es Salaam or one of
its companies.

No College, School, Institute, Department or Utials be empowered to operate a
bank account relating to their or any other Uniitgrsf Dar es Salaam activity unless
approved by the Vice Chancellor. Similarly, no amegjor financial instruments made
payable to the University of Dar es Salaam sha#rmorsed and credited to any other
account.

The Deputy Vice Chancellor — Administration, thrbuthe Director of Finance, is
responsible for ensuring that all bank accountssailgect to regular reconciliation
and that large or unusual items are investigatexppsopriate.

The Director of Finance shall cause the reconmimbf all University bank accounts
to be completed timely.

Sub-vote holders shall submit bank reconciliatidatesnents to the Deputy Vice
Chancellor — Administration, through the DirectdrFinance, no later than the 15th
day of the following month.
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7.10 All bank accounts shall be maintained within theivdrsity of Dar es Salaam
Financial Management Information System.

Appointment of Bank Account Signatories

7.11 All cheques drawn on behalf of the University ofr@s Salaam must be signed in
compliance with the University of Dar es Salaangsibmandate as approved by the
Accounting Officer.

7.12 For all cheques, one signature will be from Grou@d the other from Group B,
jointly.

7.13 Cheque signatories for University accounts shallappointed by the Accounting
Officer.

7.13.1 Cheque signatories will be composed of dheviing groups:

Group A:

1. Vice Chancellor

2. Deputy Vice Chancellor — Academic

3. Deputy Vice Chancellor — Administration
4. Deputy Vice Chancellor — Research

Group B:

1. Director of Finance

2. Deputy Director of Finance
3. A Principal Accountant

7.13.2 The Director of Finance shall maintain aiBeg of Authorised Signatories.

7.13.3 In special circumstances, the Accountingic@ff shall appoint bank
signatories different from the ones mentioned 871 above.

Electronic Banking Arrangements

7.14 To ensure effective control over the collectiorathfUniversity income:

7.14.1 Arrangements concerning the use of eledardoanking facilities for all
collections shall be made by integrating the UrsitgrFinancial Management
Information System, Banking Information Systems ai@bvernment
Electronic Payment Gateway (GePG).

7.14.2 No University income shall be collectedha form of cash.
7.15 All arrangements concerning the use of electroaking facilities for the payment

of staff salaries, creditors, etc. must be approy®d the Council on the
recommendation of the Accounting Officer.
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7.16

The Director of Finance must ensure that the ctstover and access to such
facilities are established and enforced.

7.16.1 There must be strict segregation of dutets/éen those staff responsible for
setting up payment transaction files and thosd staponsible for checking
and executing the electronic transfer instructions.

7.16.2 Confirmation reports from the bank relattogtransfer instructions received
from the University of Dar es Salaam must be chedlack to the originating
transaction reports by staff who were independétitase processes.

Suspension or Closure of Bank Accounts

7.17

7.18

The Bank Account shall be closed where:
(@  The purpose for which the account was intendethégsrbeen fully fulfilled.

(b) If in the opinion of the Deputy Vice Chancellor —d@inistration upon
recommendation by the Director of Finance, a batdoant does not operate
in conformity with the purposes initially intendddr, the Deputy Vice
Chancellor — Administration shall request the i@eancellor to approve the
suspension or closure of such an account.

Any funds balance in the accounts at the time o$wile shall be transferred to the
designated accounts of the University.

Execution of Instruments and Charges over Assets

7.19

Subject to provisions of the University of Dar edeam Charter and the University of
Dar es Salaam Rules made thereunder of 2007, miegances, transfers, contracts,
guarantees, agreements, bonds, authorities, mesgelgarges, bills of exchanges,
promissory notes, bank drafts, letters of credégusities and other instruments
whatsoever to which the University of Dar es Salasua party shall be executed, on
behalf of the University of Dar es Salaam by:

(@) The Vice Chancellor,

(b) The Deputy Vice Chancellor — Administration, or

(c) Such other officer of the University as the Vicea@Gbellor may appoint in that
behalf.
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PART 8

PREPARATION OF ANNUAL ACCOUNTS AND EXTERNAL AUDIT

Legal Requirement

8.1

The Accounting Officer shall submit or cause to ©aébmitted to the Statutory

Auditors the annual financial statements of thevigrsity of Dar es Salaam within
three months after 30th June each year for audit.

Annual Accounts

8.2  The Director of Finance shall issue guidelines gowve the preparation of final
accounts from time to time.
8.3  The following timeline shall apply in the prepaaati of the University financial
reports:
Time Activity Responsible Officer
15" October Submission of the first quarter Sub-Vote Holders

financial reports to DPDI and Directo
of Finance

L

15" January

Submission of second quarter finan
reports to DPDI and Director of
Finance

ci8ub-Vote Holders

15" April

Submission of third-quarter financial
reports to DPDI and Director of
Finance

Sub-Vote Holders

15™ July

Submission of fourth quarter financig
reports to DPDI and Director of
Finance

| Sub-Vote Holders

15" August

Submission of draft final accounts of]
the University Units to the Director of
Finance

Sub-Vote Holders

16™-31%August

Review of the submitted final accour]

tBirector of Finance

1% -10" September

Consolidation of the University final
accounts

Director of Finance

11™-15"September

Review and vetting of the submitted
consolidated draft final accounts

Chief Internal Auditor

16M-18"September

Peer review of the submitted
consolidated draft final accounts

Independent peer
reviewers

19"-20"September

UniversityManagement review of th
consolidated draft final accounts

cChief Internal Auditor/
Director of Finance

27" September

Review of the draft consolidated fin
accounts by Audit Committee

aAudit Committee

28"-29"September

Final review, and compilation of finalDirector of Finance

accounts

30" September

Submission of final accounts to CAG

~

\Gbancellor
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8.4

The Director of Finance shall enforce the impleragah of the timeline presented in
Section 8.3.

Statutory Audit

8.5

8.6

8.7

8.8

8.9

8.10

8.11

8.12

The Controller and Auditor General is the statutéwyditor of the University by
virtue of Article 143 of the constitution of the lted Republic of Tanzania as
amplified in section 32(4) of the Public Audit A®io 11) of 2008.

The Controller and Auditor General shall have atitirdo:

(@) access the University of Dar es Salaam premisesagbnable times, access
all assets, records, documents and correspondelatimg to any financial and
other transactions of the University of Dar es &ala

(b) require and receive such explanations as are regessncerning any matter
under examination;

(© require any employee of the University of Dar ela&a to account for cash,
stores or any other University of Dar es Salaanpgnty under his/her control;
and

(d) access records belonging to third parties, sudoagactors when required.

The primary role of a statutory audit is to repmmtthe University of Dar es Salaam’s
annual financial statements and to carry out su@meéation of the statements and
underlying records and control systems as are sape$o reach their opinion on the
statements and to report on the appropriate ukends.

During the final accounts closure process, all woie- holders shall cause to be
prepared sub vote final accounts in their respectivea in accordance with the
applicable standards for the submission to thedreof Finance.

It shall be the duty of the Director of Financeotmtain written acknowledgement of

all accounting books, records, returns and anyradbeuments related to these and
hand them over to the statutory Auditors for thadiect of the audit of the Accounts

of the University of Dar es Salaam.

The Accounting Officer shall give the UniversityD&r es Salaam Statutory Auditors
every facility and support necessary to carry batdudit.

The Chief Internal Auditor shall build up an effieetliaison with external auditors.

It shall be the duty of the Accounting Officer tepty promptly to any observations
and queries raised by the University of Dar es&@ulatatutory auditors.

Auditor’'s Report

8.13

The Accounting Officer shall submit to the Courtbifough the Audit Committee the

Auditors’ Report on the accounts of the Universify Dar es Salaam as soon as

practicable but not later than the subsequent Gboneeting.
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8.14

The Auditors’ Report shall state whether or notursgments of the International
Public Sectors Accounting Standards (IPSASs) ardi®®rocurement Act of 2011
(as revised in 2016) and its Regulations have beamplied with.

Retention of Accounting Documents and Records

8.15

8.16

8.17

8.18

All accounting documents and records shall be methin a manner as prescribed in
The Records and Archives Management Act, 2002 atigfactory condition within
the University of Dar es Salaam. Appendix | listpes of documents and retention
periods as per the University of Dar es Salaam Dwru Retention Policy.

The Accounting Officer shall be responsible foratieg and maintaining adequate
documentation of the functions and activities @itmespective public offices through
the establishment of good records keeping Pragcticelsiding:

(@) creating and managing current records with appatgfiling systems;

(b)  drafting retention and disposal schedules relatmgecords specific to the
University with the assistance of the Director otirkhn Resources and
Administration;

(c) implementing retention and disposal schedules tssneaccordance with
requirements of the Records and Archives Manageen?002;

(d) transferring semi-current records into the custofiyhe Director of Human
Resources and Administration, except in so fahag thay remain classified
as confidential or secret on the grounds of:

(1) national security;

(i) maintenance of public order;
(i)  safeguarding the revenue; or
(iv)  protection of personal privacy,

(e) appointing a qualified officer who shall be a caoedor of records
management activities in the University.

The Accounting Officer shall be responsible forageration with the Director of
Human Resources and Administration in the manageofesemi-current records and
in particular for:

@) maintaining the integrity of all semi-current redsreturned temporarily;

(b)  approving access by third parties, other than aizhd personnel of the
University and of the office which created them;

(© maintaining semi-current records whose transfer Ibesn deferred under
paragraph (d) of section 9 of the Records and AsshiManagement Act in
conditions comparable to those provided by the ddireof Human Resources
and Administration;

(d) implementing retention and disposal schedulesinglab semi-current records
whose transfer has been deferred under paragrapdf édction 9 of the Act
and transferring records of enduring value into ¢bhstody of the Director of
Human Resources and Administration.

Any person who removes any financial record from tniversity without proper
authorisation or who destroys any financial recexdept as provided for in the Act,
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who wilfully mutilates any financial record in theniversity or any other archival
repository under the control of the Director of HunmResources and Administration,
commits an offence and is liable for disciplinacyian.
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PART 9
PAYMENTS IN GENERAL

Control and Vouching of Payments

9.1

Method of Payment and Charging to Year of Account:

9.1.1 All payments of University sums of money &lh& in accordance with these
Regulations.

9.1.2 The date of payments of any amount shall mothee date of the record of the
transaction in the accounts. Payments may, howéeeemade before they are
due for the purpose of utilizing an anticipatedisg\wn an item.

9.1.3 The expenditure properly chargeable to tltewntt of a given year must as far
as possible be met within that year and must natdberred for the purpose of
avoiding an excess on the amount provided in tipecajed budget.

Preparation of Payment Vouchers

9.2

9.3

9.4

9.5

9.6

9.7

9.8

All disbursements of University money shall be mdp vouched on prescribed form
of payment voucher and vouchers shall be printeblstrall contain or have attached
thereto full particulars of the goods/services wdrich payment is made, such as
dates, numbers, distances, rates, conditionssetas to enable them to be checked
without references to any other document.

Supporting documents shall be attached to the \ayschProof of payment is not in
itself evidence that the expenditure is a validifess expense — explanations and
details are required. Photocopied supporting dootsnghall not be allowed. Credit
or Debit Card slips are also not acceptable fopstng documents.

In case of articles purchased at contract rateioeg the articles should be named in
the same order as that in which they appear icdhé&ract and rates and prices should
be stated in the same terms as those in the cantrac

Amounts paid shall be in words as well as in figuaad copies of vouchers must be
clearly marked as such to distinguish them frorgioals.

As far as possible, separate vouchers are to hmam@ for payments in respect of
different allocations. All payment vouchers areskmw the appropriate code to which
the charge is to be allocated and are to be sigpélde authorized sub-vote holders.

Every voucher shall be certified and signed by Bector of Finance. Where the
voucher contains more than one certificate, ibibé signed separately. Alterations on
a voucher are to be signed by the person who daétbthe voucher.

It is the responsibility of the Director of Finantmeensure that all statutory deductions
on payments are made and remitted to respectivemaiigs timely.
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9.9 All payment vouchers shall be generated using the/dssity Integrated Financial
Management Information System.

Authorization and Certification of Payment Voucher

9.10 The officer who signs a voucher shall be respoasibt certifying the accuracy of
every detail and shall be held personally respd@$dy ensuring that:
(@) the goods have been received, examined and appwattedegard to quality
and quantity, or that services rendered, or worttoise is satisfactory, and as
for services, the specified services have beenahdlycompetently performed,;

(b) the prices charged are fair and reasonable, angl dhe matched to the
purchase order (or contracts or service agreenetter; of engagement, etc.);

(c) the computations and casting on the voucher haen berified and are
arithmetically correct;

(d) the authority quoted on the voucher has been adain
(e) persons named on the voucher are those entitletéive payment;

)] purchase invoices are matched with supporting lgoatchase orders
generated using the University Integrated Finandiahagement Information
System and in accordance with PPA requirements;

(9) there are sufficient funds uncommitted in the ratdévvote to meet the
expenditure;

(h)  the classification of the expenditure is correot] a

0] payment has been recorded in the vote book, andingice has not
previously been passed for payment.

9.11 No person is permitted to sign a voucher which adenpayable to himself or his
associate.

9.12 With the exception of vouchers paid out of standimgrest, all vouchers for payment
must be submitted to the Director of Finance faharization.

Modes of Payment

9.13 Payments must be made to the persons named inothehers or their accredited
agent and as far as possible must be made by nodamdirect bank transfer or
crossed cheques.

9.14 Where payments are made in cash, signed receiplg $thmped where necessary)
must be taken at the time of payment.

9.15 Where the recipient of a payment is unable to wiite shall make his mark in
acknowledgement of receipt, the act is witnessea fipance officer other than the
paying officer, and the witness shall certify oe fleayment voucher that the payments
were made to persons entitled to receive them.

9.16 For the purposes of avoiding the danger of a dafdipayment being made on a
voucher, as soon as a voucher has been paid, ficerahaking the payment will
stamp “PAID” across the face of the voucher andhe event of a duplicate or
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irregular payment being made because of a failm@mply with this instruction the
paying officer responsible for the omission shallheld liable and be charged for the
amount of any loss.
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PART 10
IMPRESTS AND PETTY CASH

Application of Imprest

10.1

10.2

10.3

10.4

10.5

10.6

10.7

An Officer of the University of Dar es Salaam maydrovided with funds when it is
expedient for him to make payments without priobraission of receipts to the
Director of Finance.

10.1.1 These funds are provided in the form of Bspr

10.1.2 The Director of Finance shall issue impogdy on the recommendation of the
Sub-Vote Holder. An imprest shall be issued toratividual member of staff
by name and not to a holder of an office.

Application for imprest shall be made on approgriidrms and addressed to the
Director of Finance by the Sub-Vote Holder, whotasstate the purpose of the
imprest, the amount required and the name of tpdcamt. He shall certify that the

imprest is not excessive and that it is requirethtorr expenditure for the University

of Dar es Salaam’s lawful business.

Request for imprests must be made as the need anskeshould be submitted to the
Sub-vote Holder or the Director of Finance whetevant at least 14 days before the
money is required.

An imprest shall be considered to be collectedhayimprest holder upon signing the
cheques or on the date at which the amount is teanid his account.

An imprest must be restricted to the minimum tirguired for the purpose for which
it is issued. The following minimum times shall dgplicable:

@) Imprest for long-term research shall not be held doperiod exceeding
ninety days;

(b) Imprest for short-term projects shall not be heldd period exceeding forty
five days;

(c) Imprest for operational activities shall not beché&r a period exceeding

twenty one days;
(d) Travel imprest shall be held only for the duratadrthe trip.

All imprests of whatever nature shall be issueth@names of the officers who shall
hold them and they will remain their personal resloility until they are refunded or
discharged by the submission of properly complstggporting documents.

An imprest should not be charged in the accountBnas expenditure but must be
entered in the cash book as payment and will lmeatkd under a separate account
entitled “Imprests”.

Duties of Imprest Holder

10.8

It is the duty of imprest holder to:
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€)) Account for the imprest in accordance with thesguraions;

(b) Ensure that the imprest is exclusively and whoblgad for the purpose for
which it was issued;

(c) Arrange for proper support of all expenditure frme imprest, showing the
amounts chargeable to each item;

(d) Obtain proper receipts on all payments;

Retirement and Renewal of Imprest

10.9

10.10

10.11

10.12

10.13

All imprests shall be retired within fourteen (1dgys of completion of the task for
which the imprest was issued in line with Regulati®.5, failure of which recovery
shall be made from the imprest holder’s salarynyr@her source without notice.

10.9.1 Amounts so recovered shall not be refundable

10.9.2 The Director of Finance shall conduct a b review of all outstanding
imprest.

Claims must be made on the standard form providethé Directorate of Finance,
and be supported by appropriate supporting docusnent

A second imprest shall not be issued unless theique imprest has been fully
retired.

10.11.1 Save were in special cases, and the apgpsosaught from and duly granted
by the Accounting Officer or any person acting @lehalf.

All vouchers paid out of imprest must be certif@sl correct and coded by the Vote
and Sub-vote Holder concerned.

The Director of Finance shall issue a retiremertucince form as evidence to the
imprest holder who has fully retired imprests.

Application of Petty Cash

10.14

The Director of Finance shall make available imfgde Sub-vote Holders for the
purpose of defraying petty cash expenses.

10.14.1 The Sub-vote Holder shall submit an apfpboain the appropriate pre-
designed form to the Director of Finance requedhiing to issue petty cash.

10.14.2 Cash receipts must not be added to thg qeth float.

10.14.3 Petty cash float is provided to pay mingremses and may not be used for
wages or salaries, or for payments to regular sexspl

10.14.4 Petty cash floats must not be used foopatexpenditure.
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10.15

10.16

10.17

Requisitions for reimbursement must be sent tdinector of Finance, together with
appropriate receipts, before the total amount Il been expended, in order to
retain a working balance pending receipt of the amhalaimed.

The relevant Unit is responsible for the securityhe float, and the member of staff
granted a petty cash imprest is personally resptBir its safekeeping.

10.16.1 The petty cash box must be kept lockedsecarre place in compliance with
the requirements of the University of Dar es Salaansurers when not in
use.

10.16.2 Petty cash records and floats will be sl periodic checks by the Head
of Unit or other independent person nominated leyHkad.

The Director of Finance shall arrange for surpdsecks of cash balances to be made
at least once every three months.

10.18 At the end of the financial year, a certificatetloé balances held should be completed

10.19

10.20

by the member of staff responsible for the fload aounter-signed by the Sub-vote
Holder.

The holder of petty cash shall renew the impregtlegly by submitting a summary
of expenditure supported by certified vouchershi Director of Finance who will
examine the documents for accuracy and correctness.

Petty cash holders shall maintain a cash book ¢ordeall petty cash transactions
made. The cash book shall be checked and balarefedebany reimbursement is
made.
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PART 11

HANDING OVER OF PROPERTY AND ACCOUNTING FOR GOODS, STOCKS,
AND STORES

Handing and Taking over Procedures

11.1 When the duties of an officer, which involves thestody of University of Dar es
Salaam property, are handed over to another offiberfollowing procedure shall be
adopted:

(@) The officer handing over shall ensure that the kpakich record University
of Dar es Salaam property in his custody are edtepeto date, ruled off and
balanced and that the property in his custody agneth the details shown in
the documents.

(b)  The Officer taking over shall check the propertyeta over in the presence of
the Officer handing over, and satisfy himself ttired property agrees with the
details shown in the documents.

(c) The keys of the safe, storehouse, etc., shall bddthover immediately.

11.2 On completion of the above procedure, both offistrall sign a certificate which will
show the properties which have been handed and tale.

11.2.1 Signing of this document should be witnedsedne representative from the
Director of Finance’s office and one representafraam the Office of the
Chief Internal Auditor.

11.2.2 Signed copies of this document shall beimetaby both officers and the
original sent to the Director of Finance.

11.3 If any discrepancy between the books and actualnibak are revealed at the time of
handing over, whether or not the handing over ia tfmporary nature, the document
accompanied by a report of the discrepancy shoelfobwarded to the Director of
Finance, who shall then take immediate action teusn that the discrepancy is
investigated and/or settled.

11.4 Where the handing/taking over involves securityuhoents (e.g., LPO books, cheque
books, etc.) the officer taking over must satisfynself and ensure that such
documents tally with the Registers.

Accounting for Goods, Stocks, and Stores

11.5 The Financial Management Information System shallused for accounting for
goods, stocks and stores under the supervisidmedfiead, Procurement Management
Unit (PMU).
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PART 12
FIXED AND IMMOVABLE ASSETS

Acquisition of Fixed and Immovable Assets

12.1

12.2

The purchase, lease or rent of land, buildingsnyr @her fixed assets shall only be
undertaken with authority from the Council.

Provided that such considerations will normally &léowed only as part of the
University of Dar es Salaam’s Annual ProcurememinRh line with the University
strategic plan.

Care of Fixed and Immovable Assets

12.3

12.4

It shall be the overall responsibility of the DepWice Chancellor — Administration

to ensure that all fixed assets of the UniversityDar es Salaam are afforded
appropriate safeguards and protections againsewassuse, fraud, theft, pilferage,
misappropriation, destruction, and any other untdveats and circumstances.

In particular and without prejudice to the gendiedi of the foregoing Regulation

12.3, the Deputy Vice Chancellor — Administratidrak:

@) Ensure that the assets are adequately insuredsadam theft and other
hazards.

(b) Institute and maintain necessary physical controls.
(c) Take precautions against fire by placing and maiitg serviced fire fighting
equipment of all University of Dar es Salaam’s Binfs and Stores provided

that the benefits derived from such safeguardscantrols justify the cost of
setting up and maintaining such safeguards andalent

Control of Fixed and Immovable Assets

12.5

12.6

12.7

The Deputy Vice Chancellor — Administration shatisere that any asset whether
movable or immovable issued to every officer andrg\vemployee of the University

of Dar es Salaam, whether they are issued to sffickroor employees as a tenant, or
for use in doing his work, or for mere custody iada fully responsible for the care,
safety and proper use of such assets.

The Director of Estate Services is responsiblarfamtaining the University of Dar es
Salaam’s fixed assets register of land, buildifged plant, and machinery. The
Director of Estate Services shall ensure that kel Wniversity of Dar es Salaam’s
fixed assets are properly indexed and marked.

In addition to the asset register maintained byDhector Estate Services, Sub-Vote
Holders shall be responsible for maintaining resoad all plant, equipment and
furniture and stores in their units. The recordsimaclude items donated or held in
trust. Records must be checked at least annuatlyretained in the form prescribed
by the Director of Estate Services.
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12.8 Every Sub-vote Holder shall prepare at least once year a record in a form agreed
by the Director of Estate Services of building$nabvable plant and machinery, and
vehicles.

12.8.1 As for furniture, equipment, and fittinglse tSub-vote Holder shall prepare a
record to indicate the condition and location ofledem of an asset with
intimation to the Director of Estate Services fontrol purposes.

12.9 The Director of Finance shall from time to time @msfigures in the fixed assets
register are reconciled with the financial records.

Charges on the Assets

12.10 No charge shall be made on any fixed or immovab$etof the University of Dar es
Salaam without prior approval of the Council afeerrecommendation from the
University Funding Promotion Committee.

Disposal of Fixed and Immovable Assets

12.11 No fixed or immovable asset of the University ofr[2a Salaam shall be disposed of,
without the approval of the Council.
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PART 13
BOARD OF SURVEY

Appointment, Composition, and Duties

13.1 There shall be a Board of Survey of the Universityich shall be responsible for
examining and verifying any asset of the UnivergsifyDar es Salaam where it is
found necessary and at times considered appropriate

13.2 The Deputy Vice Chancellor — Administration shgpaint such Board of Survey.

13.3 The Board shall consist of not less than five memla@pointed by the Deputy Vice
Chancellor — Administration.

13.4 The Deputy Vice Chancellor —Administration shakalappoint the Chairperson of
the Board of Survey and the Head of the Procuremiamagement Unit shall be the
Secretary to the Board of Survey.

13.5 At any meeting of the Board of Survey, half of tmembers shall constitute a
quorum.

13.6 Any person, who has been appointed but is unabsenee on the Board because of
emergency, shall report the fact immediately to eputy Vice Chancellor —
Administration who will nominate another suitablemmber to serve on the Board.

13.7 The Board of Survey may establish sub committeeistwkhall consist of persons
who are or are not members of the Board for theqae of advising the Board on any
specific matter.

13.8 An Officer whose assets (e.g. cash balances, sesurand inventory) are to be
surveyed shall be present in his office at the tinieen the Board has arranged to
attend and ensure that the survey can be carriedvitn as little interference as
possible. He must have all books of accounts batniciventory records, cash and
securities readily available for inspection.

13.9 The Chairperson of the Board of Survey shall ad®igke-Vote Holders concerned and
members of the Board as to the time and place mtwvthe Board will assembile.

Reporting

13.10 After the survey, the Board shall submit a reporthe Deputy Vice Chancellor —

Administration signed by all members of the Board.

13.11 The Deputy Vice Chancellor — Administration, onaigt of the report, shall arrange

to implement the recommendations through the Pemgant Management Unit after
approval by the Council and by the Government whegeired.
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PART 14

THE AUDIT AND UNIVERSITY FUNDING PROMOTION COMMITTE ES

Establishment of the Audit Committee

14.1 An Audit Committee is established as an independadtadvisory organ that reports

directly to the Council of the University.

14.1.1 Appointment to the Audit Committee shall @er the Audit Committee
Charter, be for a period not exceeding three yedngh may be extended for
two further three-year periods, provided that thembers of the Committee
remain independent and objective.

14.1.2 The Audit Committee has the objective ohpoting and raising the standards
of corporate accountability and governance wittia tniversity of Dar es
Salaam.

Role and Responsibilities of the Audit Committee

14.2

14.3

14.4

14.5

The role of the Audit Committee is to provide effee, informed and independent
oversight of the management of the University of Ba Salaam and to reassure
stakeholders of the integrity of the financial stagnts and the control systems in
place.

The Audit Committee provides a forum whereby kegypls in the University of Dar
es Salaam, namely the management, internal auditeaternal audit, can interact,
discuss and resolve any issues of concern.

The Audit Committee is responsible for identifyirajmd approving appropriate
performance measures for internal and externaltaadd for monitoring their
performance.

14.4.1 The Audit Committee is responsible for momitg the University’s internal
control and risk management systems and accoupdiligjes.

14.4.2 The Audit Committee shall also satisfy fteht satisfactory arrangements are
in place to promote economy, efficiency, and effertess as part of its
responsibility in monitoring Value for Money work.

The Audit Committee has the right of access toiakda# the information it considers
necessary and to consult directly with the inteamal external auditors.

Functions of the Audit Committee

14.6

The functions of the Audit Committee shall include:

(@) To advise the Council on the appointment of theml auditor, the audit fee,
the provision of any non-audit services by the ewkauditor, fees for such
non-audit services, and any questions of resignato dismissal of the
external auditor appointed by the Controller andlifar General;
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(b) To approve the internal audit and annual stratagdit plans of the University
of Dar es Salaam and to monitor the conduct of bmehinternal and external
auditors during the course of execution of thegigtaments and to ensure the
maintenance of their independence,;

(c) To advice the Accounting Officer on action to bketa on matters of concern
raised by the internal auditor or in the reporitled Controller and Auditor
General concerning the University;

(d)  To discuss if necessary with the external audiiefpre the audit commences,
the nature and scope of the audit;

(e) To discuss with the external auditors on the natumek scope of the audit prior
to commencing of audit, problems, and observataisng from the interim
and final audits, including a review of the managatnletter incorporating
management responses and any other matters theramdy wish to discuss;

() To consider and advise the Council on the appointmend terms of
employment of the internal auditors and any quastiof resignation or
dismissal of the internal auditors;

()  To review the internal auditors’ audit needs asses$ and the audit plan, to
consider major findings of internal audit investigas and management’s
response and promote co-ordination between thernaiteand external
auditors;

(h) To keep under review the effectiveness of inteaitrol systems and in
particular to review the external auditor's managemletter, the internal
auditor’'s annual report, and management responses;

0] To monitor the implementation by management of edreaudit
recommendations.

() To consider elements of the annual financial statémin the presence of the
external auditor, including the auditor’'s formalimpn and any corporate
governance statement;

(k) To form independent investigation teams with respéxr fraud and
irregularities when and if the Council raises caoncaver the management of
resources of the University of Dar es Salaam.

Meetings of the Audit Committee

14.7 The Audit Committee shall meet at least quarterlgach financial year.

Establishment of the University Funding Promotion @mmittee

14.8 A University Funding Promotion Committee (UFPCes&ablished as an independent
and advisory organ that reports directly to the i@awof the University.

14.8.1 Appointment to the UFPC shall be for a pkrot exceeding three years.

Functions of the University Funding Promotion Commitee

14.9 The functions of the University Funding Promotioon@nittee shall include:
€)) to advise the Council on:
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(1) matters relating to the procurement and exgengliof funds of the
University;

(i) investment of such funds;
(i)  promotion of appropriate income generationgda
(iv)  fundraising activities.

(b) to mobilise resources for and on behalf of@oeincil for the promotion of the
objects and functions of the University;

(© to perform such other functions as may be aoafeupon the Committee by
the Council.

Meetings of the University Funding Promotion Commitee

14.10 The University Funding Promotion Committee shalleinat least quarterly in each
financial year.
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PART 15
ACCOUNTING POLICIES AND PRACTICES

Accounting Policies and Practices

15.1

15.2

15.3

154

15.5

The University of Dar es Salaam shall formulate prahounce accounting policies in
conformity with national and international standamd laws such as the Public
Finance Act.

The policies shall be approved by Council befoeythare affected in the preparation
of financial statements of the University of DarSsdaam.

The detailed accounting procedures and practica$ lsé embodied in the University
accounting manual.

The Council shall approve such University Manuats duide the operational
procedures of the University. The Manuals shallb$empent these Regulations but not
replace them.

The significant accounting policies adopted, wheomply with International Public
Sector Accounting Standards (IPSASs) and othericgipé standards, are set out
below:

Basis of Accounting

15.6

15.7

The consolidated financial statements are preparedaccordance with the

International Public Sector Accounting StandardBS@ASs) as issued by the
International Public Sector Accounting StandardsarBo(IPSASB). They are also

prepared on the basis of going concern and acuemtialreasonable expectations that
the University has adequate resources to continueperation for the foreseeable
future, and that, events are recognized in thentiz statements when they satisfy
the definition and recognition criteria of accroespectively.

The preparation of financial statements requiresuise of estimates and assumptions
that affect the reported amounts of assets anditie®, and disclosure of contingent
assets and liabilities at the date of the finansiatements, and the reported amounts
of revenues and expenses during the reporting ¢heAilthough these estimates are
based on management’s best knowledge of curremteamd actions, actual results
ultimately may differ from those estimates.

Property, Plant and Equipment and Capital Work in Progress

15.8

The property, Plant and Equipment of UniversityDafr es Salaam is comprised of
land, residential buildings, lecture theatres, cef§i, laboratories, sports facilities,
residences, hospitals, and related buildings, mweétncles, furniture, fittings and
equipment, library books and capital work in pragte
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15.9 The cost method is used for the initial recordih@lbacquisition of assets controlled
by the University. Cost is determined as the valti@ssets given as consideration
plus the cost incidental to the acquisition.

15.9.1 Assets acquired for no cost or nominal cerstion are initially recognized
as assets at their fair value which are the amdontwhich the assets could
be exchanged at arm’s length transaction betwedmoaviedgeable and
willing seller and a knowledgeable and willing buye

15.9.2 A revaluation model is used to determinectireying value of an asset.

15.10 Assets shall be re-valued every ten years, whareuating standards require the use
of the revaluation model.

Depreciation

15.11 Depreciation is charged on a straight line methodssets from the date when they
are available for use and stop on the date wheadbet is retired.

15.10.1 Assets that are subject to depreciatiomestiewed for impairment whenever
events or changes in circumstances indicate tleat#nrying amount may
not be recovered.

15.12 The depreciation rates determined to reflect thetrappropriate pattern of economic
benefits or services potential and used are asWell

Asset Description Annual rate
Buildings 2%
Motor Vehicles 10%
Furniture, Fittings, and Equipment 12.5%
Computers 33.3%
Office equipment 12.5%
Intangible Assets 12.5%

15.13 Library books and periodicals are written off iretlgear acquired. The land is not
depreciated as it is deemed to have an infinige lif

15.14 The carrying values of property and equipment argewed for impairment when
events or changes in circumstances indicate thatctirying value may not be
recoverable.

15.14.1 An item of property, plant, and equipmentiérecognized upon disposal or
when no future economic benefits are expected ftemse or disposal.

15.14.2 Any gain or loss arising on de-recognitainthe asset (calculated as the
difference between the net disposal proceeds anddairying amount of the
asset) is included in the surplus or deficit tharyihe asset is derecognized.
The asset’s residual values, useful lives, and ousthare reviewed, and
adjusted if appropriate, at each financial year. end
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15.14.3 The residual values, useful lives and nd=tod depreciating property, plant

Income

and equipment are reviewed, and adjusted if ap@teprat each financial
year end.

15.15 Income is recognized to the extent that it is pbddahat economic benefits will flow
to the University, and it can be reliably measurBEae following specific recognition
criteria are met before income is recognized:

Inventories

(@)

(b)
(€)

(d)

(e)

Students Fees are recognized on an accruals bagisn fees are accounted
for over the period in which they relate. Fees iraxkin advance are carried
forward under trade and other payables.

Rent is recognized on an accrual basis.

Interest income is measured at amortized cost r@iedeist bearing financial
assets classified as available for sale. Interegime is recorded using the
effective interest rate, which recognized as aiporf the interest earned at
the end of the related reporting period. Effeciivierest rate is the rate that
exactly discounts the estimated future cash paysnentreceipts over the
expected life of the financial instrument or a $&orperiod, where

appropriate, to the net carrying amount of therfaial asset or liability.

Capital grants received shall be accounted forhe Deferred Income
Account and amortized to income to the extent efaimount of depreciation
charged on the respective noncurrent assets angtrreat expenditure
incurred from the grant in the respective finangiehr. When the grant
relates to an asset, it is recognized as incomegiral amounts over the
expected useful life of the related asset.

Revenue Grants are directly credited to income @ticas recurrent revenue
for the year in which they are earned. When thatgralates to an expense
item, it is recognized as income on a systematsisbaver the periods that
the costs, which it is intended to compensateegpensed.

15.16 Where inventories are acquired through a non-exgd&ansaction, their cost shall be

15.17

15.18

measured at their fair value as at the date ofiaitigun and when acquired through

exchange transactions Inventories are valued alother of cost and net realizable
value.

Costs are determined using the first-in-first-oalFQO) cost method. Net realizable
value is the estimated selling price in the ordinawurse of business, less estimated
costs of completion and the estimated costs negesseake the sale or disburse.

The amount of any write down inventories and alisks of inventories shall be
recognized in the statement of financial perforneaas an expense in the period they
write down, or loss occurs.
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Receivables

Receivables are non-derivative financial asseth Wied or determinable payments that are
not quoted in an active market.

15.19 Receivables shall be recognized initially at faatue and subsequently measured at
amortized cost net of provision.

Provisions and Write-offs

15.20 Provision for doubtful receivables is establishdtewthere is objective evidence that
the University will not be able to collect all anmmis due according to the original
terms of the specific receivables. The provisioregnized through the statement of
financial performance.

15.21 Requests to write-off debts must be referred inimgito the Deputy Vice Chancellor
— Administration for submission to University Fundgiand Promotion Committee for
consideration.

15.21.1 Such requests must be supported with esgdEnindicate that all reasonable
efforts have been made to recover the debt in daoce with prudent and
established debt recovery procedures.

15.21.2 Sums due to the University of Dar es Salahatl not be written off in the
accounts except by approval of the Council of thaversity of Dar es
Salaam.

15.22 The Director of Finance shall keep a register @hsamounts written off for possible
future recovery.

Cash and Cash Equivalents

15.23 Cash and cash equivalents are carried in the stateai financial position at cost.
For the purpose of cash flow statement, cash asdd egquivalents comprise cash in
hand, cash at bank and free bank deposits whetgatilegives the right to the entities
to withdraw the money at very short notice.

Impairment of Assets

15.24 Assets are reviewed for impairment losses whenesgnts or changes in
circumstances indicate that the carrying amount nmyoe recoverable.

15.23.1 An impairment loss is recognized for theoant by which the carrying
amount of the assets exceeds its recoverable amount

15.23.2 Review for impairment shall be undertakenually. Circumstances that
may lead to impairment include, but are not limitéd, damage,
obsolescence, idleness, malfunctioning, etc.
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Capital Fund

15.25 Capital Fund is made up of government contributesets to the University. The

value of properties which appreciates over timehsas land is not depreciated. The
rest of the properties are depreciated as percgiyp rates for each individual asset.

Deferred Income

15.26 These are unearned revenue, recorded on the stdatehdinancial position as a

liability until the services have been renderedides service is delivered over time, it
is recognized as revenue on the statement of fialaperformance. It is made up of
government and donor contributed funds.

Payables and Accruals

15.27 Payables and accruals are recognized when thesjystite definition and recognition

criteria. They are recognized when incurred throagher enjoyment of services on
credit and/or receiving of goods supplied on creditfunds received on behalf of
others.

Foreign Currency Translations

15.28

Transactions and Balances

Foreign currency transactions are translated ihe functional currency using the
exchange rates prevailing at the date of the trdioses. Monetary assets and
liabilities at the year-end expressed in foreignrencies are translated into the
functional currency using the exchange rates issyethe Bank of Tanzania and
prevailing at the end of the financial year. Tratish losses/ (gains)-exchange
difference on loans used to finance capital coottrn projects are capitalized as part
of construction work in progress. All other exchandifferences are recognized
through the statement of financial performance.

Financial Risk Management

15.29

15.30

The overall financial risk management focuses enutpredictable financial markets
and is aimed at minimizing potential adverse effemt the University’s financial

performance. The role of the University’'s financrdk management is primarily
vested in the Directorate of Finance under the anad of the Council. The specific
financial risk management policies of the Universite as follows:

Liquidity Risk

The University has a prudent liquidity risk managetn through maintaining
sufficient cash and fixed deposits to cover conedittredit facilities and working
capital requirements as budgeted in each finayeiat based on the approved funds
disbursed to the University from the Government atiter donors as well as own
generated funds.
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15.31

15.32

15.33

15.34

Credit Risk Management

The risk of loss of cash or cash equivalent arigiogn failure to meet a contractual
obligation. The potential credit risk involves stitarm cash, receivables and foreign
currency, which are managed as follows:

Short Term Cash Surpluses

The University deposits her short-term cash sugduwith banks of high credit
standing in accordance with Government directigeged from time to time.

Receivables

Students joining the University on private sponbgrsshall pay tuition fees in
advance. All tenants shall pay their rental chargeslvance.

Foreign Currency Risk

Foreign currency risk is managed at the operatitenadl, and it is monitored by the
Directorate of Finance. Losses arising from thedimg of foreign currency
denominated liabilities are minimized through tigngbayment of outstanding
liabilities.

Leases

15.35

The University has leased office premises whichameounted for as an operating
lease, where lease rent is recognized in the seaieaf financial performance on an
accrual basis.

62



UDSM Financial Regulations (Revised) 2019

PART 16
INVESTMENTS MANAGEMENT

Authority to Invest

16.1 The Council has the power to administer funds arndstments, properties, and other
assets of the University of Dar es Salaam as pbestby the University Investment
Policy of 2017 and other Government directives.

Objectives

16.2 The University of Dar es Salaam shall establish neoacally viable
investment/projects whose main objective shall e achieve the long-term
investment goals and objectives of the Universitgidh by providing a framework
for guiding investments in order to ensure that:

@) Interests of the University are upheld and proticte

(b)  Value for money is realized in all investment unidkings;

(c) Assets of the University and interest of stakehwsldere protected through
directing investments to be safe and high yieldimgestment opportunities;
and

(d) Investment activities obtain an optimum rate otimetconsistent with safety
and liquidity criteria. High cost and loss makimyestments shall be avoided
at all times.

16.3 The following shall be the specific objectives athk investments:
(@ To create a viable portfolio consisting of longaermedium-term and short-
term investments;

(b) To match the risk and return characteristics ohspertfolio with a view to
maximizing the return from the investments and mining the risk
associated with that investment;

(c) To maintain a reasonable level of liquidity of theestments;
(d) Provide hedging against inflation whereby the ageranvestment rate of
return remains higher than the rate of inflatiamg a

(e) Increasing the level of safety whereby selectecesiments are within the
national legal and regulatory framework.

16.4 There shall be constituted an Investment Commi{i€) as prescribed in the
University Investment Policy of 2017.

Viability Study

16.5 All projects envisaged to be established by thevesity of Dar es Salaam must be
supported by feasibility studies and project wrtfes and reports showing the
economic viability of such projects. On receipt safch reports, the Deputy Vice
Chancellor — Administration, in consultation withhet Director of Planning,
Development and Investments and the Director ofakée, shall recommend the
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project proposal to the Council through the UniitgrsFunding Promotion
Committee.

Reporting Relationships

16.6

16.7

16.8

16.9

16.10

16.11

16.12

The Council is responsible for the custody and stment of all of the University of
Dar es Salaam’s funds.

The Director of Planning Development and Investmshall be responsible for
maintaining records of all investments, both capéaad income, for arrangements to
ensure the safe custody of all relevant documents far reporting investment
performance regularly to the University FundingrRation Committee.

The University Funding Promotion Committee is respble to the Council for
approving a financial management policy concernthg management of the
investment. The University Funding Promotion Contesithas the responsibility to
ensure implementation, monitoring and review ofugnsity Investment Policy.

All decisions concerning short-term investment khaldelegated to the Deputy Vice
Chancellor — Administration.

All investments shall be undertaken in the naminefUniversity.

The Deputy Vice Chancellor — Administration shaport to each meeting of the
University Funding Promotion Committee on the atieg of the financial
management operation and on the exercise of firhn@nagement powers delegated
to him.

Appropriation of funds generated through Investnaativities shall be as provided in
the approved investment policy.
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PART 17
INSURANCE

Policies and Records

17.1 All the Insurance policies of the University of Das Salaam shall be under the

17.2

17.3

17.4

17.5

17.6

direction and control of the Deputy Vice ChanceHohdministration.

The Officer responsible for Insurance, in collatiora with Sub-vote Holders, shall
give prompt notification to the Deputy Vice ChaneetAdministration of all new
risks and additional property and equipment whaxduire to be insured. He shall also
state the amount of cover required and of anyatlters affecting the existing risks or
insurances, and the Deputy Vice Chancellor — Adstriation shall take such steps as
are desirable to insure adequately against themiskved.

The Officer responsible for Insurance shall attiesse in each year, furnish the Vote
and Sub-vote Holders with details of all Insurapodicies in force affecting their
units. Each Sub-vote holder shall review the inscegpolicies in order to ensure that
all the properties, equipment and other risks farcW insurance should be effected
are adequately covered. Particulars of any risksimsured shall be notified to the
Deputy Vice Chancellor — Administration.

The Officer responsible for Insurance shall keegister of all insurance policies
effected by the University of Dar es Salaam andigiecovered.

The University shall establish various insuranceestes where applicable, such as
Self-Insurance Fund, or act as an insurance ageatcordance with existing laws.

To ensure effective management of the insurancenseb, the University shall
establish an insurance policy.
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PART 18
LOSSES, IRREGULARITIES, AND WHISTLEBLOWING

Duty to Report Occurrence of Losses and Irregulariies

18.1

18.2

18.3

18.4

On the occurrence of any loss of University of BaiSalaam money or property from
whatever cause, an immediate report must be madbeb$ub-Vote Holders where
the loss occurred to the Deputy Vice Chancellor dmiaistration, the Director of
Finance, the Chief Internal Auditor and Insurandcer.

18.1.1 Such a loss report shall contain informatwon where the loss occurred,
officers involved, circumstances in which the legsurred, proposed action
or action is taken, etc. A detailed illustrativeagyple of a loss report is shown
in Appendix Il.

Where the loss is:

@ Not due to negligence or dishonesty of an officethe University of Dar es
Salaam, the Deputy Vice Chancellor — Administrasball take such action as
he may deem fit.

(b) Due to dishonesty and/or negligence on the patth@imember of staff of the
University of Dar es Salaam, the Deputy Vice Chlace- Administration
shall report the matter immediately to the Poliod/ar institute disciplinary
proceedings depending on the materiality and thauistance under which
the loss happened.

(c) Where the circumstances under which the loss of&ssity of Dar es Salaam
money or property is not apparent, the Deputy ViChancellor —
Administration shall immediately appoint an Inqui@ommittee for detailed
investigation and submission of a report thereamr&zeipt of such report, the
Deputy Vice Chancellor — Administration shall repto the police or take
such measure as he may deem necessary.

An Officer of the University of Dar es Salaam whisadvers a loss or irregularity
regarding the handling of University of Dar es @ataassets, money or property shall
immediately report the circumstances to the Votddeiloor Sub-Vote Holder who
shall take up the matter as required by Reguldti.

It is not within the discretion of any member adféto withhold a report of any case
of loss notwithstanding that restitution is to bade.

Whistleblowing

18.5

18.6

Whistleblowing is the disclosure by an employeamy other party about malpractice
in the workplace.

A whistleblower can blow the whistle about criminat civil offences such as
negligence, breach of contract, corruption, misager of justice, danger to health and
safety or the environment and the cover-up of drithese. It does not matter whether
or not the information is confidential or public.
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18.7 Any concern about a workplace matter at the insbitushould be raised with the
relevant member of staff's immediate line managersopervisor or head of a
department.

18.8 At the University, a member of staff may make thecldsure to the Chief Internal
Auditor. If the member of staff does not wish teseathe matter with this person, or
with the Vice-Chancellor, it may be raised with tleairman of the Council.

18.9 Further, to facilitate disclosure, the Universityehgite has a portal (Complaints
Registration Form) through which wrongdoings canliselosed.

18.10 In addition to these Regulations on whistleblowittge Whistleblower and Witness
Protection Act, 2015, as well as the Prevention @odhbating of Corruption Act,
2007 shall apply.
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PART 19
GENERAL PROVISIONS

Repeal and Savings

19.1

19.2

The University of Dar es Salaam Financial Regutetiof 2012 are hereby repealed
and replaced by these Regulations.

Any act is done, or omission and any entitlemeghtror responsibility accrued to or
loss occasioned by any staff of the University @ir @s Salaam under the repealed
Regulations shall not be affected by these Regunati

Regulations not exhaustive

19.3

These Regulations are not exhaustive. In case tiganty, interpretation of these
Regulations shall be sought from the Deputy Vicear@ellor — Administration in
consultation with the Chief Corporate Counsel amtr&ary to Council and the
Director of Finance.

Review and Custodianship of Financial Regulations

19.4

19.5

The University Funding Promotion Committee is raspble for maintaining a
continuous review of the Financial Regulations autVising the Council of the
University of Dar es Salaam of any additions ornges necessary as and when they
occur.

The Director of Finance shall be the custodianhesé Financial Regulations unless
circumstances determine that custodianship shaailebted in another officer of the
University.

Failure to comply with these Regulations

19.6

19.7

Failure to comply with these Regulations, withouly aeasonable cause, shall be
subjected to disciplinary action under the Uniugrsif Dar es Salaam’s disciplinary

procedures or procedures provided under the ajnbdiceaw at the time of such

failure.

Where a person contravenes the provisions of tRegpilations, the University, in
addition to other disciplinary actions, shall hadke right to recover from the person
who contravened these Regulations the sums equotvaléhe occasioned loss.

The general responsibility of the Vote Holder and &b-vote Holders

19.8

The Vote Holder and Sub-vote Holders shall ensurat tall staff and other
stakeholders affected by these Regulations are madee of their existence and their
compliance.
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Taxes

19.9 The University is responsible for ensuring thattakes are deducted and remitted
timely according to the Income Tax Act, 2004, VATtR015 and other Government
directives issued from time to time.

Statutory deductions

19.10 The University is responsible for ensuring thatsaditutory deductions are made and
remitted timely according to the Public Service i8b&ecurity Fund Act No. 2 of
2018 and other Government directives as may bedasgom time to time.
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APPENDIX I: DOCUMENT RETENTION POLICY

In determining appropriate retention periods, i®iving aspects have been considered:

economy;
legal and related requirements;

potential demand within the organization and

historical value.

This guideline cover provides the minimum retentiperiods for accounting records to
discharge the University of Dar es Salaam’s legal statutory obligations in respect of the
various taxing authorities and audit requirements.

Document type Retention period
1. Finance
1.1 Financial Planning:
I Financial Forecasts and Budgeta@urrent Financial Year plus 9 years.
Working Papers Thereafter transfer to National
il. Final Estimates Archives or Records Centre.
iii.  Financial Strategy: 5 year plan
1.2 Financial Reporting:
Closing papers and notes related to year |egddrrent Financial Year plus 9 years.
accounts. Thereafter transfer to National
Archives or Records Centre.
I. Audited Financial Statements Permanent
il. Books of Accounts
iii.  Bank reconciliation statements
1.3 Procurement:
I Tendering documentation (RFR<Current Financial Year plus 5 yeafs.
invitations, bids, evaluations, etc.). Thereafter transfer to National
il. Official Orders. Archives or Records Centre.
iii.  Delivery Notes, Goods Received Notes.
iv. Purchase invoices, credit notes,
including expense claims, petty cash
floats, etc.
14 Payments
I Payment vouchers Current Financial Year plus 9 yeafrs.
il. Cheque list Thereafter transfer to National
iii.  Cheque counterfoll Archives or Records Centre.
iv.  Cheque register
v.  Cheque book register
vi.  Cheque issue register
vii. Imprest retirement vouchers
viii. Cancelled cheques
15 Sales
I Sales Invoices/Credit Notes. Current Financial Year plus 9 yeafrs.
il. Sales Receipts Thereafter transfer to National
iii.  Debtor Statements Archives or Records Centre.
iv.  Debtor Aging analysis
V. Doubtful debtors and write-offs
1.6 Management of Bank Accounts
I Bank Statements Current Financial Year plus 9 years
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Bank accounts database
Correspondence with banks

Thereafter transfer to Nation

Archives or Records Centre.

al

iv.  List of bank signatories

Payroll

I. Payroll amendment notifications Permanent

il. Statutory Deduction

iii. Taxreturns

iv.  Pension funds return

v.  Salary deductions

vi.  Salary slips

vii.  Bank salary transfer

viii. Payroll summary

Personnel

i. Individual staff files Date of leaving plus 5 years.
il. Redundancy records Thereafter transfer to National
iii.  Staff Performance Appraisal Reports | Archives or Records Centre.
iv.  Application forms/interview notes

v.  Scheme of service

vi.  Organizational structure

vii.  Staff development records

viii.  Staff retention scheme

iX.  Succession plan

Insurance

Insurance policies

Policy termination plus 9 vye
Thereafter transfer to Nation
Archives or Records Centre.

ars
al

i Insurance claims

Settlement plus 9 years. Thereafter

r

ii. Insurance settlement transfer to National Archives ¢
Records Centre.
Insurance database Permanent

Tax Management

I. VAT assessments, tax returns
il. Income Tax year end returns, etc.
iii. Taxclaims

Current Financial Year plus 9 yea
Thereafter transfer to Nation
Archives or Records Centre.

[S.

Investments/Treasury, etc.

I. Acquisition of Investments - contract
etc.

Disposal of Investments - contracts, et

sCurrent Financial Year plus 9 yea
Thereafter transfer to Nation
cArchives or Records Centre.

'S.
al

i. Rent and lease contracts Permanent

il. Long-term investments policy

iii.  Portfolio Valuations

iv.  Portfolio Ledgers

v. Investment register

Estates Management

Title deeds, licenses, etc. Permanent

Register of Properties, plant and equipmeiisposal plus 9 vyears. Thereaf

etc.

transfer to National Archives ¢

er

Records Centre.
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APPENDIX II: ILLUSTRATIVE FORMAT OF THE LOSS REPORT

LOSS REPORT
(To be filled by the Sub-Vote Holder where the lossurred)

| Department: |

| Office where loss occurred: |

| Date of loss occurrence: \

| Amount of loss [in currency, TZS, etc.]: \

Whether the loss was made good in whole or part:

| In case of fraud, the votes or sub votes charged:

Name of the officer[s] responsible for safe custotiipst property:

| Length of time the property has been in custodyefofficer:

Names of other officers involved with the loss:

Names of Officers with inspection or supervisoryielst

Precise circumstances in which the loss occurred:

Details of arrangements in existence for safegagrdf public property:

Statement whether these arrangements had beenlgrogeied out:

Details of arrangements in existence for periotiecking and
for depositing of money into banks or hand ovecash:
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Statement whether these arrangements had beenlgrogeied out:

| Date of the last check by a Supervising or InspegdBfficer: \

| Date of the last check by the Internal Auditor: \

Statement whether the loss arose directly or istdirérom
negligence of any Officer:

| Date Police were informed:

Result of Police investigation [attach copy of PelReport]

Whether prosecution of any person has taken place:

The result of prosecution, if any, giving detaifsaay compensation to
UDSM:

Any further action proposed for recovery of theslos

Details of accounting action taken:

Name of Officer reporting 10SS: ..o
Designation: e ————————— i aaaanan
Date: e ——————
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