
Financial Management Manual - INDEX 

INDEX PAGE 1 

 

 PF (M) ACT FIN INSTR. 
  PART PARA 
 A 
 
ACCOUNT 
 Introduction – Managing Government Finances    1 
 Overview of the Government Accounting System    5 1-23 App. 1 
 General Ledger    5 27-29 App. 1 
 Monthly    5 24-26 App. 1 
 Annual Statements   3 (3)   5 31-33 App. 1 
 Quarterly Statement   3 (2)   5 30 – App. 1 
 Payment of Accounts 33 
  
 
ACCOUNTABLE & ACCOUNTING OFFICERS 
 Definition   6 (1)   8 Div 1 & 2 
 Duties and responsibilities   6 (2)   8 Div 1 & 2 
 Chief Accountable Officer    8   1 to 4 
 Accountable Officer    8   5 & 6 
 Accounting Officer    8   7 & 8 
 Accounts Payable Branch    8   8.3.1 
 Accounts Branch    8   8.3.4 
  
 
ACCOUNTABLE FORMS 
 List of  34   2 
 Control of Cheques  34   7 
 Control Register  34   4 
 Consumption Register  34   6 
 Loss of  34   8 
 Destruction  34   9 
 Printing and Distribution  34   5 
 
 
ADVANCES MANAGEMENT 
 Purposes and conditions of Advance  20 1 to 5 
 Petty Cash Advances  20 16 
 Salary Advance  20 10 
 Special Advance  20   7 
 Station Imprest Advance  20   6 
 Temporary Cash Advance  20 8 & 9 
 Overseas Travel Advance  20 11 
 Internal Travel Advance  20 12 
 Excess or Surplus Advance  20 13 
 Register of Advances  20 14 
 Handover – Takeover  20 15 
 
 
AIR CHARTERS (Including Helicopter) 
 Approval by Departmental Head  15 13 
 Guidelines for use  15 14 
 Provincial Governments  15 15 
 National Department  15 16 
 Patient Referrals – Sharing of Cost  15 17 
 Unused Space  15 18 
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  PART PARA 
AIRLINE TICKETS 
 Purchases only through Air Niugini  12   23 
 (and exception) 
 Unused airline tickets  12  24 
 Re-routing  12  25 
 Routes not serviced by Air Niugini  12  27 
 Crediting of Revenue from Airline Refunds  12  28 
 
APPROPRIATIONS 
 (See Budgetary Control) 
 
APPROVED OVERSEAS AGENCY 
 (See Overseas Agency) 
 
ASSET MANAGEMENT 
 Asset Register  32   2 & 3 
 Stock take  32   4 
 Reporting  32   5 
 
AUTHORISING OFFICERS 33   7 32 
 
AUTHORITY TO PRE-COMMIT PROCESS  13  
 Introduction  13 33 to 35 
 Purpose  13 36 
 Application  13 37 
 Relationship with other Financial Instructions  13 38 
 Arrears  13 39 & 40 
 Responsibility of Departmental Heads  13 41 & 42 
 Purchases under K 100,000  13 43 
 APC for K 100,000 and above  13 44 to 58 
 Approving APC  13 59 
 Period Contract  13 60 
 Register of  13 61 
 Provincial Government & LLG Contract  13 62 
 Reporting  13 63 
 Forms  13 64 
 
AUDIT    3 (3) 
 
 
 B 
 
BANK ACCOUNTS 
 Opening of Bank Accounts 11   3   4 
 Reconciliation    3   4 
 
BANKING OF CHEQUES  10 26 
 (See Part 10) 
 
BOARD OF SURVEY 
 (See Part 30 para 8) 
 
BORROWING, GUARANTEES ETC 
 Restrictions on borrowings 35 
 Guarantees 37 
 Loans 38 
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  PART PARA 
 
BUDGET AND EXPENDITURE CONTROL 
 Compilation of  22 & 23   6 1 to 2 
 Budget Circulars    6   3 
 Departmental Budget    7 25 
 
BUDGETARY CONTROL 
 Appropriations 22 (2)   7 1. Div. 1 
 Adjustment of Appropriations between Ser. 24   7   2 
 Adjustment for New Services 24   7   2 
 Delegation of authority for adjustment 26   7   3 
 Reallocation of funds    7   4 
 Lapsing of appropriation 27   7   7 
 Minister’s Warrant 29   7   5 
 Warrant Authorities (See under “Warrant 
 Authorities”) 
 
 
 C 
 
CASH 
 Safe Custody of cash being transferred  10   8 
 Checking of   10   9 
 Handover/Takeover Procedures  20 15 
 
CASH FLOWS    7  Div. 4 
 
CASH OFFICE 
 Handing Over / Taking Over  20 15 
 
CERTIFICATE OF INEXPEDIENCY  13   6 
 
CERTIFYING OFFICERS    7 31 
 
CHEQUES   10 Appendix 
 Acceptance of    10 App 1 to 5 
 Stale cheques relating to Receipts   10 App 6 
 Acceptance of Cheques – Errors in Drawing   10 App 8 
 Foreign Cheques   10 App 9 
 Returned Cheques   10 App 10 
 Dishonoured Cheques   10 App 11 
 Encashment of Cheques   10 App 13 
 Stale cheques relating to Payments   10 App 14 
 
COLLECTION OF PUBLIC MONEYS 
 Banking   10 24 to 27 
 Outstation Collections   10 32 to 34 
 
COLLECTORS OF PUBLIC MONEYS   10 10 & 13 
 
COMMITMENT OF FUNDS 
 Control System    7 33 
 Provincial Transactions    7 33.6 
 Over Commitment of Funds    7 33.7 
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  PART PARA 
 
CONSOLIDATED REVENUE FUND 
 (See also Public Account) 
 Payments into  13   3   2 & 5 
 Payments out of  14 
 Investments  12   3   3 
 Part of Public Account  10 
 Payments, if Budget not passed  14 (1) (e) (2) 
 
CONSULTANCY SERVICES – ENGAGING  
 Procedure for engaging  15 19 & 20 
 
CONTRACTS 
 Powers of Chairman of Supply & Tenders Board  14 12 & 13 
 Procedures where consideration exceeds K100,000  15 & 24 19 & 8 
 Powers of S. 32 Officers to execute    
 (See Section 32 Officer 
 Consultation with the State Solicitor  13   9 (j) 
  
CUSTOMS OFFICERS OVERTIME TRUST ACCOUNT  16 19 
 
CYCLE OF FINANCIAL CONTROL    2 11 to 14 
 
 D 
 
DEPARTMENTAL HEAD 
 Annual Report     5   2 17 
 Other Responsibilities     5   2 16 
 Role of    2 14 
 Responsibilities for Revenue  10   1 to 5 
 Responsibilities in relation to Trust   19 
 Delegation by 110 
 
DEPARTMENT OF TREASURY & PLANNING 
 Role of    4   
 
 
 E 
 
 
ELECTRICITY CHARGES  10 43 to 46 
   
 
ENTERTAINMENT 
 Entertainment Allowance  15 21 to 26 
 Official Entertainment (Outside Allowance)  11 16(d) 
   15 22 
 
EXPENDITURE 
 Control of Public Expenditure    7 12 to 18 
 Expenditure Decisions: Sec 32 Officers    7 25 & 26 
 Requisitioning of Expenditure    7 27 
 Monthly & Quarterly Reviews    7 34 to 37 
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EXPENDITURE – SPECIAL PROCEDURES  
FOR CERTAIN CLASS OF EXPENDITURE 
 Official Overseas Travel (See also Overseas Travel)  15   1 to 12 
 Official Entertainment Expenses  15 21 to 26 
  
EX-GRATIA PAYMENTS & COMPENSATION 
 Procedures for payment 107 26 1 to 8 
 
 F 
 
FEES AND ALLOWANCES 
 Statutory Boards and Committees – Members 
 Fees and Allowances  25 1 to 8 
 
FINANCE FORMS 
 Printing and Distribution  17 12 
 
FINANCIAL DELEGATES    7 Div 6 
 Appointment of    7 29 
 Distinction from Section 32 Officer    7 28 
 Roles and Duties of     7 30 
 Status reports by    7 30.3. (f) 35.3 
 
FINANCIAL MANAGEMENT REPORTING OF 
PROVINCIAL AND LOCAL LEVEL GOVERNMENT 
 Introduction / Overview  21   1 & 2 
 Budgeting  21   3 
 Chart of Accounts  21   4.1 to 4.4 
 Preparation of Estimates  21   4.5 
 Vetting / Ministerial Approval  21   4.5.7 
 Cash Flow Statement  21   4.7 
 Requisition for Expenditure  21   5 
 Provincial & District Treasury Operation  21   6 & 7 
 Statement of Accounts  21   8 
 Annual Accounts  21   9 
 Payroll and Payments  21 10 
 National Trust Accounts in the Provinces  21 11 
 
 
FINANCIAL MANAGEMENT OF 
DONOR FUNDED PROJECTS 
 Introduction  22   1 
 Definition of Accounts  22   2 
 Planning and Budgeting  22   3 
 Funds Flow Projections  22   4 
 Creation of Accounts  22   5 
 Operational Procedures  22   6 
 Advances of Donor Funds  22   7 
 Reporting  22   8 
 
FINANCE INSPECTORS 
 Appointment    8 
 Powers    9 
 
FINANCIAL INSTRUCTIONS 117 
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  PART PARA 
 G 
 
GOVERNMENT PRINTING OFFICE (GPO) 
 All requests to be addressed to  17   8 & 9 
 Funds Control  17 10 
 Purchase of Gazettes from  17 11 
 Payment Procedures  17 10 & 11 
 Adequate stock of Finance Forms  17 12 
 
GRANTS TO NON-GOVERNMENT ORGANISATIONS  10 49 to 51 
 
 H 
 
HOUSING MAINTENANCE & RENTAL  12 
 Categories of Houses  12 29 
 Responsibility for Maintenance & Management  12 30 to 37 
 Government Subsidised Fees  10 47 
 
 I 
 
INTERNAL AUDIT AND AUDIT COMMITTEE    9  1 to 6 
 
INTEGRATED LOCAL PURCHASE ORDER AND   12 Attach 1 
CLAIMS FORMS (ILPOC’s) 
 Use of    12 Att 1 
 Suppliers refusing    12 Att 2 to 6 
 Accountable Form   12 Att 7 
 How to raise   12 Att 8 
 Distribution of   12 Att 9 
 Alterations to be authenticated   12 26 
    12 Att 10 
 Quantities less than Ordered   12 Att 11 
 Certificate of Receiving Officer   12 Att 9 (c) 
 Use of General Expenses Form – FF 4   12 Att 12 
 
 
INTER-DEPARTMENTAL PURCHASES 
 When financial settlement need   33   2 
 Use of IDCN   33   2 
 
 L 
 
LOAN BY THE STATE  38 
 
LOSSES AND DEFICIENCIES OF PUBLIC MONEYS 
 Delegation to write off  28   3 & App. I 
 Liability of persons responsible  28   4 
 Prosecution  28   5 
 Recovery of Losses  28   6, 11 & 12 
 Overpayment of Salary and Allowance  28   7 
 Overpayment of Pension and other Benefits  28   8 
 Irrecoverable Debts and Revenue  28   9 
 Procedure for Other Irregular Payments  28 10 
 Write off of irrecoverable sum  28   9 & 15 
 Application for relief  28 12 
 Reporting  28 13 & App. II 
 Register of Losses  28 14 
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  PART PARA 
 
LOSSES, DEFICIENCIES AND SURPLUS STORES 
 Losses by fire  30   6 & 7 
 Board of Survey  30   8 to 14 
  
 M 
 
MINISTER 
 Responsibilities and Powers of 
 The Minister of Finance and Planning   3 (1) 
 
MINISTER’S WARRANT 
 See under Budgetary Control 29, 30   7   5 
 
MONEYS OUTSIDE THE COUNTRY – DIRECTIONS 116 
 
MOTOR VEHICLES 
 Policy  31   1 to 10 
 Government Drivers Licenses  31 11 & 12 
 Fuelling   31 13 
 New Purchase  31 14 
 Replacement  31 15 to 18 
 Trade-In  31 19 & 20 
 Maintenance  31 21 & 22 
 Usage  31 23 & 24 
 Hire of   31 25 to 28 
 Disposals  31 29 to 32 
 
 N 
 
NATIONAL BUDGET  22 & 23 
 Compilation of National Budget    6   1 to 6 
 
 O 
 
OFFENCE 
 What constitutes an offence 112 
 Time for commencing action 113 
 
OVERSEAS AGENCY 
 Definition of Approved overseas Agency  40 (4) 111 (1) 
 Application of Laws of another country 111 
 
OVERSEAS TRAVEL COMMITTEE 
 Overseas Travel  15   2 
 
OVERSEAS TRAVEL 
 Overseas Travel Committee  15   2 
 Request for Official Travel  15   3 
 Travel by Departmental Heads  15   4 
 Financed by external agency  15   5 
 Budget Provision  15   6 
 Advice of Decisions  15   7 
 Control funds  15   8 
 Ticketing  15   9 
 Increase in Departmental Allocations  15 10 
 Reports  15 11 
 Expatriate Staff Travel  15 12 
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  PART PARA 
 
ORDER TO PAY AGENT   19 11 
 
 P 
 
PAYMENT OF ACCOUNTS 
 Authorised by an officer appointed   33   7 32 
 Certificate of accounts    7 31 
 
 
PAYROLL MANAGEMENT 
 General Procedures  18   1 to 16 
 Special Pay Procedures  18 17 to 22 
 Preparation of Wages Sheet  18 23 to 27 
 Overtime  18 28 to 30 
 
 
PAYMENT OF SALARIES, WAGES, AND OVERTIME 
 Definitions  19   1 

- Paymaster 
- Assistant Paymaster 
- Cash Office 
- Paying Office 
Appointments  19   2 
Payroll  19   3 
Collection of Payroll Cash  19   4 
Security of Payroll Cash  19   5 
Pay Envelopes  19   6 & 7 
Acquittal Procedure  19   8 

 Repaid salaries, O/T etc.  19   9 & 10 
 Order to Pay Agent  19 11 
 Electronic Transfer  19 12 
  
PLANT AND TRANSPORT HIRE 
 Responsibility for Plant & Transport  17   1 to 3 
 Permanent Allocation of Vehicles  17   4.1 
 Private Hire  17   4.2 
 How to Hire  17   4.3 
 Maintenance Departmentally own Fleet  17   5 
 Vehicle used by more than One Department  17   6 
 Payment Procedures  17   7 
 
PROCUREMENT – FRAMEWORK AND PRINCIPLES  11 
 Fundamental Principles  11   1 to 6 
 Definition and Process  11   7 to 16 
 Linkage between Financial Management Process  11 17 & 18 
 Other Requirements  11 19 to 25 
 
PROCUREMENT – MINOR PROCUREMENT  12 
 Direct Procurement Process  12   1 to 5 
 Verbal Quotations (Less than K 5,000)  12   6 to 13 
 Written Quotations (Between K 5,000 and K 100,000) 12 14 to 22 
 Contract Execution  12 38 
 General Conditions of Contract  12 39 & 40 
 Interaction between Financial Management System  12 41 
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  PART PARA 
 
PROCUREMENT – MAJOR (COSTING K 100,000 AND ABOVE) 13 
 Through Supply & Tender Boards  13    1 
 Public Tenders to be used  13   2 to 6 
 International Financing Arrangements  13   7  
 Public Tendering Process  13   8 to 9 
 Certificate of Inexpediency  13 10 to 16 
 Confidentiality  13 17 & 18 
 Conflict of Interest  13 19 & 20 
 Contract Implementation  13 21 to 28 
 Contract Variation and Termination  13 29 to 31 
 Procurement process and Financial Management Process 13 32 
 
 
PROVINCIAL SUPPORT GRANTS AND  
DISTRICT SUPPORT GRANTS – ADMINISTRATION 
 
 Introduction  23   1 
 Monitoring – National Planning Department  23   7 
 Project Guidelines  23   2 
 Project Nomination  23   3 
 Funding of District Support Grant  23   4 
 Distribution of DSG  23   5 
 Financial Guidelines  23   6 
 
PUBLIC ACCOUNT 
 Definition 10    
 Investment 12 (1), (2) & (3) 
 National Government    3   1 to 4 
 - Consolidated Revenue Fund    3   5 
 - Trust Fund    3   6 
 - Accounting System    3   7 to 10 
 Provincial Government    4   1 to 4 
 - Provincial General Revenue Fund    4   5 
 - Provincial Trust Fund    4   6 
 - Accounting System    4   7 to 10 
 Local Level Government    5   1 to 4 
 - LLG Consolidated Revenue Fund    5   5 
 - LLG Trust Fund    5   6 
 - Accounting System    5   7 to 10 
 
PUBLIC BODIES 
 Definition   2 
 Subsidiary Corporations 49 (1), (2) & (3) 
 Performance and Management Plans 50 
 Particulars of Proposed Expenditure 51 
 Bank Accounts 52 
 Moneys payable to Public Bodies 53 
 Loans from the State 54 
 Private Treaty Loans 55 
 Borrowing by Overdrafts 56 
 Investment 57 
 Application of Moneys 58 
 Contracts for Works and Services 59 
 Ministerial directions on tendering preference 
 -to national on tendering and local manufacturers 60 24   5 to 7 
 Ministerial Approval for contracts 61 24   8 to 11 
 Accounts, Records etc. 62 
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  PART PARA 
 
 Reports and Financial Statement 63 
 Audit 63 (4) 
 Powers of Inspection of the Minister 64 
 
PUBLIC PROPERTY 
 Safeguarding of Public Property  8   8.3.6 
 
PUBLIC MONEYS 
 Definition  2 
 Safe Custody of  10   6 to 9 
 Losses and Deficiencies  28 
 
PUBLIC OFFICE-HOLDER 
 Definition  2 
 Responsibility  7 
 
 R 
 
RECEIVER OF PUBLIC MONEYS (See under Revenue Management) 
 
RECEIPTS 
 Issue of Official Receipts   10 17 to 21 
 Acceptance of Moneys on behalf of other bodies   10 22 
 Acceptance of Cheques (See also Cheque)   10 23 App.1 
 Receipt of Cash and Value by Mail   10 28 to 31 
 General Instructions   10 52 to 56 
 
RECOVERY OF EXPENDITURE   10 37 to 46 
 
 
REGULATIONS 
 Powers to make 115 
 
 
REVENUE MANAGEMENT  10 
 Departmental Head’s responsibility  10    1 to 5 
 Review of charges, fees etc.  10 35 
 Accountable Officers appointment  10 10.3 
 Duties   10 12 
 Collectors of Public Moneys 
 -  Appointment  10 10.1 
 -  Duties  10 13 
 Receivers of Public Moneys 
 -  Appointment  10 10.2 
 -  Duties  10 14 
 Credit Sale Prohibited  10 15.1 
 Raising of Demand Notices  10 16 
 Refund of  10 36 
 Departmental fees and charges   10 35 
 
 S 
 
SAFES 
 Installation   10    6 
 Custody of safe keys   10   7 
 Safe Custody of Cash being transferred   10   8 
 Safe Custody and Checking of Cash   10   9 
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  PART PARA 
 
SALARIES (See also under Payroll) 
 Repaid salaries  19   9 
 Salary Repayment Register  19   9.5 
 
SECTION 32 OFFICERS 
 Appointment of    7 26.2 
 Duties and responsibilities    7 26.4 
 
STATE CONTRACTS (See Supply & Tenders Board)  14 
 
STATE TENDERS (See also Supply & Tenders Board) 
 Tenders to be invited publicly   14   1 
 Tender Procedures 40 
 Exemption from public invitation tenders 40 (3) & (4) 
 Preference to National Tenderers 41 
 (See also Supply and Tender Boards) 
 
STORES 
 Inter-Departmental Transfers  33 1 & 2 
 Attractive item  29   5 
 Definition of stores   2 29   1 
 Departmental stores  29 11 
 Discrepancy Report  29 22 
 Fuel Drums  29   6 
 Issues on loan to Statutory Institutions etc.  29 10 
 Loss Report  29 24 to 29 
 Non-inventory items  29   4 
 Office Equipment  29   7 
 Office Furniture  29   8 
 Plant and Equipment  29 12 
 Rations  29   4.c 
 Receipts and control  29   3 
 Stock cards  29   3.d 
 Stock take  29  13 to 21 
 Surpluses  29 23 
 Vocabulary Stores  16   2.4 

29 16 
 Freight Charges on non-vocabulary stores  10 10 
 
 
 Goods Order for Stockholding  29   9 
 Losses, deficiencies, obsolete and unserviceable  30 
 
SUNDRY DEBTORS SYSTEM 
 Issue of Debit Notes  10 38 & 39 
 Issue of Credit Notes  10 41 
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  PART PARA 
 
SUPPLY AND TENDER BOARDS  14 
 Role and Responsibilities  14   1 to 6 
 Establishment of Supply and Tenders Boards   39 (1) 14   7 to 11 
 Control and Regulation of Procurement  14 12 & 13 
 Accountability and Reporting  14 14 & 15 
 
 Central Supply and Tenders Board  14 16 to 18 
 Pharmaceutical Supply and Tenders Board 
 Gazelle Restoration Authority Supply and Tenders Board 
 Provincial Supply and Tenders Board  14 19 to 21 
 Other Specialised Supply and Tenders Board  14 22 to 24 
 Supply and Tenders Board Procedures  14 26 to 30 
 Complaint Handling  14 31 to 34 
 Record Keeping  14 35 to 38  
 Tender for Purchases above K 100,000   40 
 Ministerial directions on preference to  
 National Tenderers and local manufacturers   41   
 Consideration of tenders   42    
 Form of recommendation   44    
 Notice of successful tender   45 
 Confidentiality   46 
 (See also “State Tenders”) 
 
SURCHARGE 
 Imposition of  102 27   1 to 4 
 Procedures for imposition 103 27   4 
 Annulment of  104 
 Appeal against 105 
 Recovery of 106 27   5 
 Penalty and Offence 102,103 & 112 27   6 
 
 T 
 
TRANSITIONAL PROVISION 119 to 133 
 
TRUST FUND AND TRUST ACCOUNTS 
 Trust Fund  16   1 
 Establishment of   15 16   4 
 Payment into   16 16   6 
 Payment out of   17 16   7 
 Not to lapse   18 16   9 
 Management   19 16 10 
 Control of Trust Expenditure  16 13 
 Paying Office Procedure  16 15 
 Use of Finance Forms  16 14 
 Unclaimed Moneys   20 16 17 
 Closing of Trust Accounts   21 16 18 
 Bank arrangement  16   5 
 Categories of  16   2 
 Basis of  16   3 
 Reconciliation  16   8 
 Investments  16 16 
 Suspension  16 11 
 Transfer of surplus to revenue  16 12 
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  PART PARA 
 
 
 U 
 
UPDATING OF MANUAL    2 20 
 
 
 V 
 
VILLAGE COURT FINES 
 Recovery Procedures  10 48 
 
 W 
 
WAGES & OVERTIME  19  
 
WARRANT AUTHORITY    7    6 
 Issue of  31   7  10 
 Lapsing of  31 (4)   7   7 
 Limit of Expenditure    7   8 
 Cash Ceiling    7   9 
 Cash Fund Certificate    7 11  
 
WORKS CONSULTANCY SUPPLY AND TENDER 
BOARD 
 Engagement of Consultancy Services  15 19 to 20 
 
WRITE OFF 
 Delegation of powers in regard to 
 Public moneys 108 
 Delegation of powers in regard to  
 Stores 108 
 Waiver of fees 109 
 
 

 




