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SECTION-V

JOURNAL VOUCHER/GENERAL JOURNAL
[A] PURPOSE:

The Journal Voucher/General Journal is used to record adjustments,
write~offs, accruals and any transaction not provided for in
specialized Journals. The individual amounts of the entries are
posted to the appropriate accounts 1in the General Ledger and
Subsidiary Ledger as they are prepared.

[B] GENERAL:

These procedures are designed to record the necessary data of
accounting transactions to be posted to the General Ledger and
Subsidiary Ledgers. There are two methods of preparing Vouchers.

1. By use of the Journal Voucher for entries that are of an
individual nature (nor-recurring)

2. The General Journal for entries to record Journal Vouchers of
a fixed Nature(recurring)

[C] JOURNAL VOUCHER:

1. Journal Vouchers (BREB Form NO.28, Exhibit-1) are prepared by
the Accountant, when necessary. Supporting documents must
be attached and filed with the Journal Voucher. The Journal
Voucher number will be placed on all supporting documents for

cross—-reference in - cases where only one <copy of the
supporting document is available. A complete and detailed
explanation must be given as to where the supporting

documents can be located.

2. Journal - Vouchers are posted directly to General Ledger and
Subsidiary Ledger. The Accountant will submit the Journal
Voucher to AGM-Finance/Finance-Accounts for approval Dbefore
posting to the General Ledger. After Posting, the Journal
Voucher will be filed chronologically by the Accountant.
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GENERAL JOURNAL.:

1. The General Journal (BREB Form No. 295-FJV, Exhibit-2)} 1is used to

record Journal Vouchers of fixed (Recurring) nature. The Journal
Voucher is prepared in the General Journal, as the entry to the
accounts will remain the same and only the amount of the entry

changes from month to month, it is not necessary to prepare a new
Journal Voucher each month.

. By recording the Fixed Entries in the General Journal a quick

comparison can be made each month of the entry. Thereby reference

to the previous Journal Voucher would not require the removal from
the files:

[E] VOUCHER NUMBERS :

1. A1l information must be entered accurate on the Journal Voucher.

The Debits and Credits must be equal before posting. Each Journal
Voucher will be assigned a number, in most cases a specific number
will be assigned. The numbering system will consist of a
seven(7) digits number, the first two(2) digits will represent the
calendar month in which the Journal Voucher is prepared, the next
three (3) digits represent thespecific number and the last two
(2) will represent the fiscalyear. Each section is assigned a group
of numbers to use for recurring and non-recurring Journal Vouchers
that are to be posted to the General Ledger. For uniformity, the
Accountant will use the following numbering system

FOR FIXED (RECURRING ) JOURNAL VOUCHERS:

Depreciation EXPENSES....ivvverivrevsiiiiiviioiiiivaniniinina i FJV No. 008
Materials and supplies-ElectriC...icoviierrievseissaciiia ' FJV No. 009
House Wiring Materials e e Tt O ; FJV No. 010
Transportation Expenses-Clearing..........ccooviiiiiin i FJV No. 011
Stores Expenses-Clearing.........ivvvivnsvoriosioiiinnaniin ; FJV No. 012
BRER DRBET MENOB i3 st oo sy 10 V5 S A S AR RS B W e e i : FJV No. 013
Close-out of Construction Work Orders......vesiesss : FJV No. 014
Close-out of Retirement Work Orders........cooovivevins : FJV No. 015
Matured Long Term Debt.....oovrvrsnronisiaiiniini, : FJV No. 016
Interest on Long Temm Debtivavesivavmiu ivonsianiavaie v ; FJv No. 017
Uncollectible  Accounts (EEe=0FE v snimmnnimuisa - FJV No. 020
Provisions for Uncollectible Accounts..........covvies ; FJV No. 021
Reserve for future 022 te 029

FOR NON-RECURRING JOURANAIL VOUCHERS:

Accountant will use JV No. 030
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BREB Form No.28 Exhibit-1
Date Prepared
JOURNAL VOUCHER (1) | Day | Month | Year
General Subsidiary General Ledger Subsidiary Ledger
Ledger | Ledger Account [ v Debit Credit v Debit Credit
Account Number
Number
3) 4) (3) (5) () (5)
(10) (10)
Explanation: (6)
Prepared by : Approved by: Date Posted by: Date Journal Voucher No
Date
(7) 8) Gen. Led. Sub. Led. )
(9) 9) Month Year
Accountant AGM-Finance Accountant
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J ucC
Instruction for completing (BREB Form No. 28, Exhibit=1) [1]

Enter date prepared

[2] Enter Journal Voucher Number

[3] Enter General Ledger Account Number
[4] Enter Subsidiary Ledger Account Number

[5] Enter Debit or Credit on both General Ledger, and Subsidiary
Ledger Columns, if necessary.

[6] List a complete and detailed explanation as to why the Journal
Voucher was prepared and where the supporting documents can be
located.

[7] Accountant signs here when prepared

[8] AGM-Finance/ Accountant’s signature for approval
g 19] Accountant signs when posted to the Ledger (s)
= P

[10] Tick mark indicates the entry is posted to the Ledger (s)
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BREB Form No.295-FIV Exhibit-11
(Continued)
Fixed Journal Voucher No........(1).............. I DETu s e Ml ) Fher o e e R Ve
TR - 3 N Y] 2. 10 Date.is:: (e
Line | Account Account Title July August Septemb October November Lin
No No. Debit Credit Debit Credit Debit Credit Debit Credit Debit Credit e
Amount Amount Amount Amount Amount Amount Amount Amount Amount Amount | No
1 () (6) (@) (1) 1
2 2
3 3
4 4
5 5
6 6
7 7
8 8
9 9
10 10
11 11
12 12
13 13
14 14
15 15
Prepared by:
(8)
e Accountant Date
- Approved by:
%)
Accountant Date
Posted by:
(10)
Accountant Date
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BREB Form No.296-FJV

Exhibit-11
Fixed Journal Voucher No. ....... (L) ssamanmancn | 7T G o] £ o] e 0. B PIOROU JOL,
BT C. 1 PO PBS Date ..o lB s rersmmsiasasty
December January February March April May
Debit Credit Debit Credit Debit Credit Debit Credit Debit Credit Debit Credit

oo|-3 o | s fraf—
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GENERAL JOURNAL
Instructions for completing (BREB Form No. 295-FJV, Exhibit-11)

[1] Enter Fixed Journal Voucher Number

[2] Enter description of Fixed Journal Voucher

[3] Enter year

[4] Enter name of Palli Bidyut Samity

[5] Enter Account Number(s)

[6] Enter Account Title

[7] Enter Debit/Credit amount each month

[8] Accountant signs and date of preparation

[9] AGM-Finance signs and date of approval

[10] Accountant signs and date of posting to the Ledger (s)

[11] Tick mark indicates posted to Ledger (s)
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JOURNAL VOUCHER AND GENERAL JOURNAL FLOW-CHART

Accountant AGM - Finance
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