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Treasury Operations Circular No: 04/2017

To : All Secretaries of Ministries, Heads of Departments and

District Secretaries.

Closing of Cash Books for 2017 and Settlement of Imprest Accounts

You are kindly requested to strictly comply with the instructions given below when closing the
Cash Books and settlement of Imprest Accounts for the year 2017.

. Closing of the Cash Book as at 31 December 2017

The Cash Book for the year 2017 should be closed at the end of 31%' December 2017 in the
following manner.

Secretaries to the Ministries, Heads of Departments and District Secretaries should delegate
authority to a responsible staff officer by name, to close the Cash Books in their offices and sub
offices, and a copy of the delegation of authority should be furnished to the Auditor General.
The financial transactions for the year 2017 should be finalized as at 31 December 2017 by the
authorized officer and no any financial transaction should be made for the year 2017 thereafter.
In the offices where Cash Books are further utilized in line with the CIGAS programe, the
authorized officer should close the Cash Books for 2017 and place a note with his/her name,
signature, designation, date and time having drawn a red line below the last entry of each Cash
Books in order to prevent any entry of financial transaction after 31%' December 2017 being
included in the Cash Books relevant to the year 2017.

2. Remittances of the Year end Cash Book Balances to the General Treasury for the Settlement of

Imprest A/C No: 7002 for 2017

2.1. The Ministries and Departments not having sub offices should complete the Form
No:TOD/IMP/06 confirming the Cash Book balance as at 31% December 2017 and submit
the same to the respective bank branch on or before 2" January 2018 in order to remit the
cash book balance to the Treasury. A certified copy of Bank Debit Advice along with the
copy of Form No:TOD/IMP/06 should promptly be forwarded to the Department of
Treasury Operations.

8BS
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2.2.

2.5,

24.

2.35.

The Ministries and Departments having sub offices and District Secretariats should
complete Form No:TOD/IMP/06 confirming the Cash Book balance as at 31%
December 2017 and submit the same to the respective bank branch on or before 4™
January 2018 in order to remit the cash book balance to the Treasury. A certified copy
of the Bank Debit Advice along with the copy of Form No:TOD/IMP/06 should
promptly be forwarded to the Department of Treasury Operations.

Pre-arrangements required to facilitate settlement of sub imprests issued to sub offices
and officers should be made, in order to remit the balances of Imprest to the General
Treasury on or before 4™ January 2018. You should discuss with your bank and adopt a
convenient method similar to 2.2 when you collect such cash balances from sub offices
as at 31°' December 2017.

Any Ministry or Department should not withhold any part of the imprest since an
initial imprest will be released to Ministries and Departments on the first working day
of the year 2018. Even if there is no cash book balance at the end of the year, “NIL”
report should be sent directly to the Department of Treasury Operations as per the
instructions in above 2.1 & 2.2.

Please also note that subsequent releases other than the initial imprest for the year 2018
will be considered to release by the Department of Treasury Operations to Ministries,
Departments and District Secretariats only after requirements laid down in Para 2.1,2.2
& 2.3 above are fulfilled.

. Remittance of the year end cash book balances to the General Treasury for the Settlement

of Reimbursable Foreign Aid Imprest A/C No:7003 for 2017

3.1,

B

Project offices should complete the Form No: TOD/IMP/07, confirming the Cash Book
balance as at 31* December 2017 and submit the same to the respective bank branch
on or before 2" January 2018 in settlement of the imprest obtained under
Reimbursable Foreign Aid imprest code 7003/0/0/ /17. A certified copy of the Bank
Debit Advice should be sent immediately along with duly filled copies of the Form
No:TOD/IMP/07 and TOD/IMP/07(i) to the Department of Treasury Operations with a
copy to the Line Ministry.

Other receipts should be accounted under the imprest code 7002 and should not be
included in the reconciliation statement (TOD/IMP/07(i)) except the receipts related to
the Reimbursable Foreign Aid.

. Please note that the non-compliances to the above instructions such as non- settlement of
balances pertaining to previous years or non submission of the relevant reports to the
Department of Treasury Operations and Department of State Accounts before the
prescribed dates, lead to suspension of imprest releases for the year 2018 temporarily.



5. If any further clarification is needed, Please feel free to contact the relevant officer from

the following list:

Designation of the Officer Sector Contact No & E-mail
Director Consolidated Fund 011-2484994
Management silva.hcdl@tod.treasury.gov.lk
Director Foreign Aid 011-2484743
Management perera.mash@tod.treasury.gov.lk
Deputy Director Consolidated Fund | 011-2151487
Management gunasena.mpkd@tod.treasury.gov.lk

Assistant Director

Budget Execution 1

011-2484745
wijethunga.hdhc@tod.treasury.gov.lk

Assistant Director Budget Execution 2 | 011-2484739
udahage.dak@tod.treasury.gov.lk
Deputy Director Budget Execution 3 | 011-2484742
jayamini.kwps@tod.treasury.gov.lk
Assistant Director Budget Execution 4 | 011-2484744

fonseka.gwmu@tod.treasury.gov.lk

. 3

C.J.K. Perera
Director General,

Department of Treasury Operations

Copies:
1. Auditor General

2. Director General of State Accounts

3. Project Directors

4. General Manager- Bank of Ceylon

5. General Manager - People’s Bank

- Please take action in terms of paragraph 3.1 of the

circular

Who is requested to extend cooperation in providing

usual facilities with regard to the remittances

referred in paragraph 2.1, 2.2 and 3.1




Form No: TOD/IMP/06

Manager,
Bank of Ceylon/ People’s Bank,

Branch.

Dear Sir/Madam,
Closing of Cash Book as at 31.12.20.....and

Remittance of Cash Balance to the Treasury

Ministry/Department/District Secretariat
Imprest Account No: 7002/0/0/...... fo s

The Cash Book debit balance as at 31 December 20..... of the *Ministry/ Department/
District Secretariat is RS. ....ccccocvevirerniiioninnne. . Please credit this balance to Deputy
Secretary to the Treasury *account No.2026450 at Bank of Ceylon Taprobane Branch/
Deputy Secretary to the Treasury *account No.014-1-001-3-0110432 at People’s Bank

Union Place Branch and issue a debit advice.

Yours faithfully,

Accountant /Dy. Director (Finance) Chief Accountant /Director (Finance)

for Secretary to the Ministry/Head of Department o for Secretary to the Ministry/Head of Department

Copy: Director General

Department of Treasury Operations .
Please credit cash book balance to
Consolidated Fund Management Division - imprest A/c no 7002/0/0/...../...
General Treasury,

Colombo 01.

* Delete the inappropriate words accordingly.




Form No: TOD/IMP/07

Manager,
Bank of Ceylon/ People’s Bank,

Branch.

Dear Sir/Madam,
Closing of Cash Book as at 31.12.20.... and

Remittance of Cash Balance to the Treasury for Reimbursable Foreign Aid

Ministry/Department; .. ssacssssissssesswmmovesisszie
Project: . .. usmmumess s s sommmmansinn o o swnmomsnnms o o ¢ os
Imprest Account No: 7003/0/0/...... l....

The Cash Book debit balance as at 31" December 20... of the Project is
RS. i . Please credit this balance to Deputy Secretary to the Treasury

*account N0.2026450 at Bank of Ceylon Taprobane Branch/ Deputy Secretary to the
Treasury * account No.014-1-001-3-0110432 at People’s Bank Union Place Branch and

issue a debit advice.

Yours faithfully,

Finance Manager/ Project Accountant Project Director

for Project Director for Secretary to the Ministry/Head of Department

Copy: 1. Director General

Department of Treasury Operations Please credit cash book balance to
Foreign Aid Management Division imprest A/c No 7003/0/0/..... foass
General Treasury,
Colombo 01.

2. Secretary to the Ministry for information

*Delete the inappropriate words accordingly.




1. Ministry/Department

2. Imprest Account No

3. Project

Form No: TOD/IMP/07(i)

Reconciliation Statement of Imprest as at 31.12.20...
Reimbursable Foreign Aid

Month

Imprest Received

Expenditure

Balance

RFA
()

DE
)

Total
(HH2)=(3)

RFA
)

DF
é)

Total
(A+(5)=(6)

RFA
(1-4)

DF
2-5)

Total
(3-6)

January

February

March

April

May

June

July

August

September

October

November

December

Total

XX

XX

XXX

Total Imprest received during the year (3)

Total Expenditure of the year (6)

Balance as at 31.12.20...

Unsettled advances (If any)

Date of Advance Payment

Finance Manager/Project Accountant

Institution

XX
XX

<
<

|

..................

Amount - Rs.
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DIMIDF FidbH61Tl6d  O\F UIGLT6NT 61T,

SN BHENS  HMEVTH6NT  LOBEHILD

Tl LEF GQFWISOTELTeNTH6IT WITaI(HEHBELD,

2017 S Sevgedt  (Igelled HTHL LHHeBHHens pBaHeis Gurgkid, S BHHS HemidbHenaid
SHTbEH6Mm Gumramid &pd  STIILBHOB  LIQLPDBHMENH  HeWIQLILITEHS B LILTNGEHELOTBID
o flw gHadHsefled L60H DASBG (e ASBSTW  gBRUTHBMNF OFUIH  CBTETEHLOTNID
WL e Baol BaH0®msiTenILBa 6T dHeir.

2017 oub  Suewigsdl ST UhSHHD 2017 gFouT 3l &Had  (wigellsd LoD
LIg(LpenB&HEHHE enowl ApL ULBHe0 Geuswi(BLp.

SIMWFFI  CFUWILTOENTH6N, HeneMIBEHNEH HEMELAITHET OBXBILD LTI LF  CFUIeOT6ITTH6IT
ABCWTHTED  HIOGH DIVINVBHHNID 2 L DIVIIVSHIHGVID  HewidhEHHmeN  P{HLD
QurmlL® OCurpiiyeutuibsd usbselpmer o HHCWTEHHT @HUGHS, OHTLIUMLW
2 HH0wrsssfler  GQUWHNBBW oFBMIID  eupmslLL  Ceuswiigul  IBHCeusmenuisy,
GHHMBU  AHBTT  @UUenL L6 LIgHowmeilensis  HeWIbSTUITENTT  HTWSHSHIHBE
SIWILLH60 Couswi(BLD. SiseUTy SHSTID UPmhIBLILILL o SHHCWTsHHHemme0 2017 b
SemngmaTen H&H FaHlwnen CamdoHaed euTmidsodst 2017 19Fbuy 31 b HeHwey
Uiead GCeuiw  Ceuswnguilmaaem SIBHCousmenuilsd, oiHeir Leieny eigHieldH BT
OBETHHDH60  UThHIGLEMNULD 2017 oD engBETE BB OdmeTemeondrgl.  Gosd
HH 2 HHCWTEHHfemmed  ABTed  PEHEWFFH HLSHBG gBU  OHTLTHSHID
STCFBHMN  LIWSTLBHIHID  DIVICUOBMIBEHDHEGHM 2017  19FIDU]T 31 b FHagHuler
etten™ 616l HAFTT QBTHHSH60 auTHIGmeOUID 2017 b HIBLEST  OSHTLTLEmL I
&H1CFBHefled UHUSBE (WPRUTHATH, @6UCITH HTHI LUbHHHHIHNWID  Si6Tenmul
HeHHev LHWILGHSB  HeoLFL  uHeler S Heuliyds  CHTGILMEISlenen UM HE
OareieudiL 6, 2017 YD WY STHL UHSHBHMSH Pl Heidl Guuwiy, ensdOuimiiLi,
ugsel, Hed wBpId GBI seUBlmaD GBUIBGH GouswiBLD.

2.1 SMDFHHDBET OBHID 2 LI DIeI6NVSHIGBMeNS CeTangImdh FHenemisbienmidst 201719 DL
31 oelip 2 eiteneummren SMal Ubss BHulemenr o pidlliuGshasip ugeud TOD/IMP/06
oU yreiupsHs  HevpCaflulesr srallSHHE WBHw CaFaibaid QurmL G 2018 sisuf
02 SIIH DLEVFH DASBEG (PSS 2 _MIBEHMLW 2 SHHCUTHLLTON eUhdd Henrdbamdbll
Guemilaupld FOUBSIULL s Sewenulsd FOFIIIUCHTG  aRIESWTE ©_HIbEHHE,
upmIBLLGID  “eugey”  SoHeled  GUILY HmLSHHO GG BT  DGHSHT_AILBHSHW
Wrgewmemieneruyio  Lgend TOD/IMP/06 @& Lgdlemwiujlo  HToAHGHHMoe0  BbHsH
S BEHNHH MBS DIDILLTNMUGHH60 CoruewiBLD.
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2.2, DIMDFHBH6T  OBEID 2 LI DeVRIVEHIBM6NES  CBTEmIBeTeN  FenenidhoHsN e, OTell L
CFwevEMmIB6T  elaiTUeUBleTs0 2017 @&FbUf 31 DGI@  2_eiTenaunBred  &I&HL  LHHd
Bemwiss GG ugeno TOD/IMP/06 s yremliu®Gshd SHeovpCafluler sralilshsHs
BHemw  CFaushEid  QurmLBG 2018 gemeufl 04 GBI DGVVGHI  DSBG  (LPEITENI]
FoubSUIULL  amdd  Semenuisd  FouluuGsHT@H QIRIAWITEL  QIPRIGLILBLD  eug6eysd
Ssale0 GUIUTET HSTAIUBGSIHW  ygdowmeniemeud ugenp TOD/IMP/06 G
Wyglemwuyb Gd SHenembaenbHBE almyalTd ILLNmeldhdHsd Couemi(BLD.

2.3 2 LI SIICIBHIBEHHE IPHIGLILL BeTen &L BHSHE6T BBID 2 SHHCUTHHHTHEHE:ES
QUPRIGLILL (BelTenn  gJemetiul B (BHIBH®6T  elaiLeuBeny 2018 Femeufl 04 Sib  HHHweisl
DIVVH DAGHBE (Weitenn] HewpCaflea@ DI Meubds dmigul suenduley,  GaHeneuime
WsGeBunhmemen  Gombsmeien  Geuswi(Bd. 2017  Fbuy 31 b FHleguleomen
HHBMNDTE 2 L DVeIOBEIGETNIETeN ST IHBmeN  aujausnpdh@Gd  Curg
OHTLIYDLW euhiFldh FHlewenuLel HevbHTuTdHgk GG 2.2 @s0 @GnuIL LUl (Besiten
wpemp CUTEIB  eUFHWITEN  (LpemBeNLD  &INSlensd  LITUBBINISHBE HLAUGHMBHENT  61(HHFH0
GousmiBID.
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61bHOBUTH DIMDFHLD, SHleNemidbdHan(pd 2017 b pemiBoHETe S BHSH Ul WBaHsefsv
sIbHEITH UGHulmenuyd Lgdhdl meubHHHE Ceusmiguigevsnsv. aIBL.  (LPYallsd SHIFHL
Usss 158 @evevng ReUImMID sFL JASHUDBHE GHUILEG CeubBmpl  Spldamaulenst
GwBev 2.1 wBpd 2.2 @0 o siten  SPfleymyseflenr LFsTgd  HToHOes  SHenmEa s
CFWBLTHE6T HenambseneHHBEH IMILLTDISHH0 Couswi(BLD.

2.5 DIMIDFHHEH6N,  FHenewIbDHeNMIGT  OBBID Tl LF  GFWSOTETT  DIGVIeNEVHHIBETHEHDHTH
2018 &b eihHEST  (pHevTeud H  BLBBHSmw  elpellhbs ey sl BB
alBelbaliuGeus GG 2.1, 22 wbBmid 23 &b ubHdelled  GUILLIL UL Heiten
Comauiunpsemenl  Lishd  CFuls  aenGrum@gd  eleilm®d  HWRL6T  HHHHMB
OmsiTea)LD.

3.1 Wenellbsbaagus  Geusfipm (G 2 el sl @GHdsnsd — 7003/0/0/..../17 &l B
RVBEBEHHN B BHBH_L GBI cpeold QUBBIGOHTEIL &I GRS ulsd 2017 abuy 31
DIIW 2 _eileNeUTBIeN  &SM&EL  Ubss WBaHulwend GUuILG ugend TOD/IMP/07
Benart L geilLBSHS 2018 gemeufl 02 SSIMI DGVEVH DSHBE (LPEBTSNT FIDLHSLILIL L
oumidld  Hlemenuied  sojllids  Gousmigur  DBHCeusmemuied  EURIAITEL  aUPHIGLILIGLD
augeydh HoHeued GUIULE AHSTHAILGSSW Lgsownsifsnemun Ligsuo TOD/IMP/07
@ar Nyg) wppo TOD/IMP/07())  sflwnsl yjsHd QFuig OSTLILMLUL DIDIDF&HE,
Wy SHewmeipilened (AL 0 (I SO EHSBTLD6L HenpCailF CewBuTBaE6IT
HnMBHNSHHBEH ADILTMAUDEE BLAIGHMSB 61BHEHH CousuiBL.

3.2 enelbosbamigu  GeuelBT(BG 2 sHellulledr  &p  supmislul Geiten &GRS  Helihs
gemanil  QUBINBHeT  HLBHHH  GPuiBG 7003 R Bl BWIBHEG — MeUHBLILIL
WRWTHHTE,  gemeil  CUDIDEET RbHd LGB ReWibdd  FaBEBIGEHHE
(TOD/IMP/07(i)) 2 esenLésd amLisd  i6HCaemenulsd, oisieutmren  CLBeNaSH6T
SLBHHS @BuiB 7002 @t Sp HewIbE MeubaIUL GoueiBLD.

4. (paiemeniul  euBLmGel  CFSH  CousmiguipbEdB  g8HID  BleviemeuuiTseysiten
SLBHF®6N  RHUTS,  ouBOBF  CFNISGHTMW  Sevevg  HomGafF  CFWBLTHSEN
HOMBHNSHBGHID ATF  HMBGHHN  HMMBHNHHBGD GUUIN L HeHbE el
Couemigui  oifibmeset o flul  HeHbHE (W] FOIUNGHTMD G BHSHF
FHOBHIGUSSE e IHEndhE RammisTand GUTHB Seamids  HopGaflulammsd  oibs
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PoeaibABEG 2018 b suemngBeTer Sl BHSulmear HBETEIHNE HBIHS meULLSBE
APIGHHGID CIETLIHME HUOCFUIH GHNHHIECHTETETALD.

5. @eaelLwniset GHGH GgOH@ID OHMaUBHHOB6T  seuFflwioTeialL S Hl, SDHTH
SWaOFLIH Bpaumd 2 SHHCWnEHSHIEmend OHTLIL GEmsienayb.
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