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1. 6
UW PI decides to join UWK ————» Funds t;ansfer
centralized accounting to project
office
2.
Contact the UWK Treasurer 7.
with this information. Expending
tammylw@uw.edu e WA funds limited to
expenses below
l Kshs.10,000
3 e  Bi-weekly invoice
. : payments from project
Approval and issue of work advance (WA) office New WA request plus activity budget
instructions to the Pl per month to be sent with signed WA
e Centralized accounting policy Reconciliation in step 8
e Pl Agreement signed
e Budget Ceiling approvals
e 1% activity budget approval .
° Work Advance Temp|ates WA Reconciliation submitted
P st without error (on or before
e Signing of 1> work advance request 5 of each month)
4,
Communication of approval 10.
. PFA to correct as
in step 3 above to the advised by CO
Country Manager and Accountant
Accounts Coordinator
l 12.
Import excel data into QuickBooks
[ o Use IIF converter
Scheduling of and meeting PFA by
Accounts Coordinator *
e Identify project office accounting 13.
complexities Reporting on previous month 18
. expenditures N
° Guide on work advance set-up and . 7" of each month- Reconciliation * .CO I\I/Ian.ager ra|§es an
flow reports to CO Manager invoice in QB with exact
. . . th KES reconciled in step 13
e Inform the office of their designate e 157 of each month- Expense e Capture of amount
Accountant within the Country Office capture by object code and received from step 16
. R . uploading of receipts to Purchase
e Follow-up the meeting with email Path (PP)
instructions on work advance plus *
send WA templates and accounting 17
forms . 12' | . Exchange rate
Review and approva adjustment based on

of expenses on PP
by Seattle Budget
Managers (SBM)

15.

DGH Fiscal Specialist
submission of final
reconciliation to Banking and
Accounting Operations

—>

step 16 above
. Submission of charges to
MyFD

16.

Wire Transfer is sent out to
UW-Kenya bank account
(exact amount spent on

reconciliation)
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