
 

 

 

6. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Financial Instructions – Settlement of Claims 

1. All claims from suppliers of goods, works and services (including Goods Form 1-

Combined Indent, Invoice and Payment Voucher) should be settled on time.  

2. Provided invoices are in order and have been duly certified, payments to suppliers should 

be made within the time specified in contracts or, as the case may be- 

(a) within 7 working days from date of receipt of invoices in respect of 

goods/services delivered by Small and Medium Enterprises (SMEs); or 

(b)  within 30 days from the receipt of invoices from other suppliers.    

3. Payment systems in Departments should provide for the following core processes to be 

completed on time to meet payment deadlines:  

(a) invoice is stamped and dated on receipt; 

(b) the invoice is certified correct (the goods have been duly received, services rendered 

or works performed as the case may be);  

(c) payment is authorised by the Accounting Officer; and  

(d) payment is effected to the supplier.    

Non-Self Accounting Departments should allow reasonable time (2 working days) for the 

Treasury to make necessary transfers of funds. 

4. Accounting Officers should set up appropriate systems within their Departments- 

(a) to facilitate the smooth flow of invoices;  

(b) to identify and eliminate any bottlenecks and delays in the payment 

process; and 

(c) to enable the Financial Operations unit to capture the precise dates on 

which the claims/ Invoices/ Goods Forms were received in the Department 

for input into TAS. 

5. In regard to SMEs, Accounting Officers should set up a Fast Track Payment System 

(FTPS) to facilitate implementation of the required payment deadlines. The FTPS should 

also enable proper identification of SMEs. 

6. The dates invoices are received in the Department  should be recorded in TAS and a 

Payment Tracking Report should be generated on a monthly basis to show the number of 

days: 

(a) from the date the invoice is received at the Department to the date of 

payment is effected to the supplier; 

(b) taken for processing a claim by the Department (which represents the 

difference between the date the claim is received at the Department and the 

date the invoice is input in TAS); and 



(c) from input in TAS to date of payment (which represents the difference 

between the date the claim is input in TAS and the date payment is 

effected to the Supplier). 

Any variations from established targets should be fully investigated to identify any 

processes that may be the cause of delay in the payment process and corrective actions 

should be initiated to make the payment process more efficient. 

7. Suppliers should promptly be informed of any dispute arising from a claim, and the 

reason thereof. Efforts should be made to resolve such disputes as soon as possible. Once 

a dispute is settled and the related invoice is duly certified, payment should be made as 

per paragraph 2 above. A register of all disputes arising on claims should be kept for 

records and audit purposes.  

8. Any payment not processed within the required timeframe, or any case of surcharge or 

penalty, should be fully investigated and corrective action taken to prevent recurrence 

thereof.  Any officer held responsible for an unjustified delay resulting in the payment of 

a surcharge or penalty may be held liable to refund such surcharge or penalty to 

Government. 
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