5th July 2010

BANKING

Each bank to have its own file containing:-

· Bank statements

· Deposit/withdrawal slips

· Bank correspondence both incoming and outgoing

· Salary advise letters

SUPPLIERS INVOICES/STATEMENTS

There should be two files i.e

A) Unpaid – invoices not paid
B) Paid -  invoices paid
· Invoices/statements should be filed per supplier for every month.

CLIENTS

Each client should have its own file

STAFF

Staff partilculars to be filed per site 
NSSF

· All employees to be registered

· Noticed that there are employees who are being deducted NSSF but not remitted

· All the months deducted but not remitted to be paid

NHIF

· Some employees contribute but without Nhif contribution Nos

· Some employees are registered but have not gotten their registration numbers
· Supervisor to go to NHIF Inspector to get printouts of the NHIF Nos

VAT

· VAT monthly returns analysis to be attached with all the receipts of all the expenses for that month

· ETR  receipts for the month

· Witholding vat certificates

· Copies of the invoices raised for the month

PAYE

· Pay in slips to be attached with the monthly deductions for the month

DEBTORS/CREDITORS

· Debtors/Creditors list to be updated

