SERVAS INTERNATIONAL 

Guidelines for Accounting Entries and Support Documents: 

1.Introduction:
Accounting for Servas International will be henceforth done on Tally 7.2 International Version which supports International currency accounting. This package is based in English and it has all supporting features for developing own MIS reporting as well as zooming into the source document from any level of entry. This is primarily a codeless accounting package but accounting codes could be used as alias to validate the accounting entries. For Servas accounting it will be ideal and will suit all the requirements. This is a user friendly package and has F1 help keys to navigate the user to use and understand the package very well. This package has been used for creating the 2004 accounts and detailed ledger accounts, trial balance and the financial statements have been taken out and emailed to the internal audit committee for their verifications. 

Presently the package has been activated in India for the purpose of finalizing the 2004 accounts on completion of which this will be deactivated and reactivated in Treasurer’s PC at Turkey for carrying on with the 2005 accounting. 

2.Configuration of the system and preparation of Chart of Accounts: 
The entity has to be configured into Tally in the step by step method as detailed in the user manual. The chart of accounts will have to be created giving the details of the each account and whether it will facilitate cost/budget identification for tagging expenses or other transactions. 

3.Nature of Income and Expendiuture 

A. Income : SI has the following revenue streams :

a. Stamp Fees

b. Registration Fees

c. Donations for DFC 

d. Bank Interest on the Deposit we hold

e. Misc. Income by way of refunds or repayments which may have been charged off in the earlier periods. 

B. Expenditure:  The following are the expense outflows:

a. SI News letter Expenses

b. Travel Expenses incurred by Exco, AC, Delegates, ICT etc

c. Telephone and Internet expenses incurred by Exco, AC, ICT etc.

d. Hotel Stay and Food charges of the Servas Officers

e. Printing and Stationeries, 

f. Capital Expenditure : purchase of PC / Printers/ Scanners for Exco officer

g. Donation from Servas to DFC annual contribution which have been agreed at the Latina conference. 

C. Non-Operational Outflows: There have been instances of amounts being advanced to the Servas Officers and Exco members and Area Coordinators for specific projects which have not been returned for non use or adequate completion reports filed based on which these can be accounted for in the books. 

4. Types of Accounting Vouchers:
To capture all these transactions to our books the following types of accounting vouchers could be used from the Tally Accounting Package: 

1. Sales Vouchers: These support the issuance of the invoices for which the sale consideration for the items sold is realized and accounted for in the books. In the case of SI, the amount of stamps sold to the Servas member country can be invoiced against the stamps issued to the countries. This document will facilitate the accounting to be done by the Servas member country in their books and also have control for SI to monitor all the receivables and send out reminders if the stamp fees have not been received from the member countries. For finalizing the year end accounts it would be convenient to maintain the stamp accounting offline in Excel to cross verify the receivables with the Tally package. Annex 1 showing the format is enclosed which will give out the prepaid stamp fees and also the outstanding stamp fees. The accounting for the same will depend on the method of accounting whether mercantile or cash accounting. In case of mercantile the outstanding receivables will be reflected as debts and accounted for as and when received. Whereas under cash basis, the amount is accounted for as and when received and not on receivable basis. 

 

2. Purchase Vouchers: These relate to purchases of goods and services. For SI, the purchases would be paper for printing Servas Newsletter, office equipments, items which necessary for GA conferences etc. Purchases of such natures should be supported by Purchase orders and all the material to be supplied under invoices favoring Servas International so that accounting could be properly done with supporting documents to validate the transactions. These invoices need to be signed by the person receiving the material certifying acceptance of the materials received. Based on these certifications, the bills or invoices would be booked in the Tally as Purchases and liability created. Payment will ensue based on the agreed terms of payment. In case of purchase of capital assets like PC / Laptop / Printer / Scanner etc for Exco officers, purchases need to be finalized on the best quote both on terms of cost and quality. The PO will be raised on the supplier and the supplier will raise invoice on SI at the stated value and the payment for the same will be made directly to him by SI to avoid exchange losses and the remittance fees. The Exco officer will forward the invoice which will have his endorsement of having received the equipment in working condition for facilitating the capitalization of the equipment.. 

 

3. Contra Vouchers:  These relate to deposit of cash into bank or withdrawal of cash from bank  mainly affecting cash and bank transactions. Or for transfer of amounts from one bank to another account for example from CHF to Euros or vice-versa. These will reflect the transfer of amounts from one bank to another or from cash to bank and vice versa. 

 

4. Journal Vouchers : These are used for the passing of journal entries for the following transactions :  (a) for matching and booking expenses against advance given to the SI officer like AC, NS or ICT as the case may be. For facilitating this, it has to be ensured that all supporting documents with due approval is made by the person who has taken the advance. (b) if there is a transfer of balance from one account to another , then both the parties should sign in their confirmations to accept this transfer. (c) for capitalization of the assets , sale and disposal of the assets and depreciation of the assets will be done through the journal entries. 

 

5. Receipt Vouchers: These relate to amounts received in respect of Stamps and also GA registration fees which can be banked directly to the account but the details of the remitter necessary for proper accounting to the country account, The details regarding  (a) the remitter  (b) currency of remittance (c) exchange rate to record loss or profit on transfer (d) date of conversion (e) bank advice no and date of credit so as to co-relate the transaction to the bank statement. 

6. Bank Payment Vouchers: These relate to payments made through banks either for purchases or paid as reimbursements to the SI officers. All supporting documents to be attached to this voucher duly certified and sanctioned so that it can be processed for payment. It would be necessary to record the remittance charges which the bank will charge SI. 

 

7. Bank Reconciliation Statement: This is prepared periodically to reconcile the bank account as per our books with the bank statement to ensure that all transactions effecting our bank has been recorded in our books and also detail out the pending transactions which are yet to take place. For example : (a) remittances come direct to our bank account for which we have no details as to when it has come and for what account and what amount. (b) bank has charged us some charges which we are not aware of. These need to be accounted for. (c) some bank payments which we have recorded in our books which has not been debited to our bank statements. 

 

8. Cash Receipt Vouchers : These represent cash receipts at GA or other conferences where the monies are collected . Stamped receipts to the payees need to be given for all monies received and the same need to be banked to the SI account at the earliest except for the amount to be kept as cash kept for any contingency purposes. The discipline of banking all cash receipts will help in having complete control over receipts. 

 

9. Cash Payment Vouchers: these would be required to be used when cash payments are made. Especially during the conducting of the GA for settlement of travel and other claims of the delegates. 

 

10. Tally can be configured to give cost/ budget centre wise reports to show  the expenses incurred by the same for a particular period. Also there are so many other MIS reports which the user can take out for his understanding. 

 

5.Conclusion: 

I have given a brief write up on the documentation we need to do so that our year end accounts finalization and audit process becomes simple and easy and meets the time schedule of presentation of the same to the GA . The package gives out standard financial statements which are both in summarized and detailed formats. The user can also take out the particulars and build up his report according to the need and statute  of the country where the accounts are made. The package has flexibility and SI can get all the upgrades which the company brings out from time to time. All the basic books of entries like the journal , bank books, cash book and the general ledger can be spooled , printed and also sent through email  facility . This will enable to facilitate a teleconference where each participant can refer to the statements and discuss on the same. Tally permits export of the data to Excel worksheets for preparation of your own designed reports. User manuals have been shipped to the Treasurer along with the package. 

