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Order # 1318
Of the Minster of Finance

December 28, 2007 Tbilisi
On Approval of Guidelines for Disbursement of Budget Funds to Organizations Served by the State Treasury Service
Pursuant to article 7.4 and article 52 of the of the Budget Code of Georgia,
article 4.3 of the Government Decision # 39 (30.12.2009, # 921) “On Approval of the Statute of the Ministry of Finance”
I ORDER:

Article 1. (25.08.2010, # 673)

To approve “Guidelines for disbursement of budget funds to organizations served by the State Treasury” together with its Annexes (Annexes ## 1,2,3,4,5, and 6)
Article 2. 

Order of the Minister of Finance  # 1825 from December 25, 2006 shall be considered as null and void (SSM 26.12.2006, part III, # 174, art.2364) “On Approval of Guidelines for Commitments of Organizations Served by the Treasury Service and Rules for Expenditures”.
Article 3. 

Order shall come into force on January 1, 2008

N. Gilauri

Guidelines

for Disbursement of Budget Funds to Organizations Served by the State Treasury Service

Chapter I

Main Provisions
Article 1. General Provisions 
1. Guidelines below determine rules for disbursement of budget funds in the limits of the rules established by the law of Georgia “On State Budget of Georgia”. 
2. Obligations for payment to organizations served by the Treasury Service (hereinafter “organizations”) shall be taken in accordance with the rules established by the Guidelines thereto. (31.03.2010, # 243)
Article 2. Terms

Terms used in these Guidelines have following meanings:

a. Taking commitment for payment – registration of liabilities (obligations) at the State Treasury by the budgetary organization for payments made during the budget year (31.03.2010, # 243)
b. Payment Order – Request submitted to the Treasury Service on disbursement of funds
c. Disbursement of Funds – factual writing off of funds from Single Treasury Account
d. Advance payment – settlement of accounts before the occurrence of the economic activity
e. Certification of advance payment – written certification of the fact of economic activity requiring advance payment
f. Source of payment – sources of payment or channeling funds as determined by Annex # 2 containing rules defining sources of redistribution between articles of budget allocations classification and codes  (31.03.2010, # 243)
Article 3. Procedures for Disbursement of Budget Funds

1. In order to fund expenditures from the budget, an organization submits documents to the Treasury in following order, unless otherwise provided by given Guidelines or the law:
a. Document indicating commitments;

b. Payment order

c. Certification of advance payment (in case of advance payment)

2. Organization itself shall be solely responsible for correctness of information indicated in the papers on commitments, payment order and certification. 
Article 31. Information on Signed Agreements (4.04.2011; # 193)
1. Information on public procurement agreement (Annex # 6) shall be presented by the procuring organization to the State Treasury within 10 working days after signing an agreement thereto. The agreement shall be accompanied by an annual schedule of monthly payments by treasury codes.
2. Organization shall fill out the Annex # 6 (information about Agreement) in accordance with the classificator (hereinafter - CPV codes) approved by the Order #7 of the Chair of the Public Procurement Agency from September 20, 2010, by means of downloading the Agreement data from the Single Electronic System of Public Procurement (hereinafter – System).
3. If the law “On Public Procurement” does not apply to the organization concerned or if the Agreement is not uploaded into the system, information on Agreement shall be filled out in the electronic system of the Treasury Service. 
4. In case of amending the Agreement, the organization shall submit relevant information to the State Treasury (Annex # 6) within 10 working days after introduction of such amendments. 
5. Failure to submit information on the Agreement means that the State Treasury will not register the liabilities document based on the Agreement. 
6. In case information of the Agreement is submitted in violation of deadlines, registration of the Agreement is possible based on the relevant decision of the Head of the Treasury Service. 
7. If the Agreement does not contain schedule of payments and/or delivery of goods/services, then the organization is authorized to amend the “Payment Schedule” of the Annex 6. (6.09.2011; # 471)
8. The Organization shall perform payments in accordance with the “Payment Schedule” of the Annex # 6. 
Article 32. Information to be submitted to the Treasury on the Payment Due (4.04.2011, # 193)
1. Together with the payment order,  the organization submits to the Treasury information on payments (Expenditures) related to procurement of goods/services/works (except that of confidential nature), except payments (expenditures) to be made for the purpose of repayment of registered liabilities like serving and repaying state debts and for purposes of formation/increase of the foundation capital. (6.09.2011, # 471)
2. In order to submit information on payments related to procurement of goods/services/works, the organization shall provide following data to the Treasury Service:
a. Name of goods/services/works according to the detailed codes under the CPV codes 
b. In case of non-existence of the relevant category/sub-category of CPV codes, the relevant class, group or section of the CPV code shall be indicated, which shall be indicated in the field of “Notes”;
c. Quantity (number) (if impossible to determine unit of the physical measurement, the size unit shall be “0”);
d. Amount in Lari and Tetri;
3. Information on expenditures to be borne in relation to business trips shall be presented by the Organization together with the payment order (except those “confidential”). In order to submit information, the organization shall fill out following information in the electronic system of the Treasury Service (6.09.2011, # 471):
a. Code for identification of the business trip;

b. Title of the legal document, its number and date;

c. Name of the person on business trip
d. Place of the business trip (destination – country, city)

e. Purpose of the business trip

f. Duration of the business trip
g. Types of expenditures by categories:

g.a. travel expense;
g.b. accommodation expense

g.c. per diem

g.d. representation expense during the trip

g.e. mandatory insurance related expense

g.f. passport cost
g.h. cost of other documents, including visa

g.i. other business trip related costs
h. Amount in Lari and Tetri by each category of expenses
4. Information established under the paragraph 3 of this article (on business trips) in case of consent of the Head of the Treasury Service may be submitted to the Treasury in a form of a sum for the whole group, based on the Order of the Head of the Service in case of business trips to the same destination.  
5. Information on business expenditures shall not be presented in case of long-term trips for peacekeeping purposes or in case of participation in various operations; in addition, in case of the consent of the Head of the Treasury Service to the written request of the organization, group business trips and/or systematic individual business trips may not be presented to the Treasury Service. 
6. If information on payments for the purpose of procuring goods/service/works as well as business trip related expenditures are not submitted in an established form, the State Treasury will not disburse amounts of the payment order, presented by the organization. 
Chapter II

Commitment

Article 4. Preparation of commitment documents

1. Organization develops the commitment document (Annex # 1) in the limits of accrued planned allocations, economic classification, non-monetary transactions and financial assets and transactions by commitments, Agreement data signed in accordance with the law “On Public Procurement”. 
11. Organization develops the commitment document in accordance with the payment source (31.03.2010, # 243)
2. In case of procurement performed by the organization in accordance with the law of Georgia “On State Budget of Georgia”, where requirements of the law do not apply, commitments may be taken only based on the written request of the organization in question. 
3. Payments to be made with the purpose of settlement of accounts with the budget and covering dues assessed in favour of budget during previous years, paying for services rendered by LEPLs created with the purpose of performing determined by the state functions, as well as taking commitments for costs of studying or medical treatment overseas are allowed based on the written request of the organization. (4.04.2011 N 193)
4. Removed (29.09.2011, # 193)

5. Taking commitments for cash payments for control or other type of purchases based on instruction of the head of the organization or any other authorized person, internet procurement, increase of capital of organizations created with state capital, representation costs, extradition and  escort, trips and accommodation of employees sent overseas to perform rotation of personnel, cash payment for compensation of interest on amounts transferred to bank accounts of an accountable person, as well as other payments (costs) , which are not regulated by these Guidelines, is possible only based on individual administrative act of the head of the organization or authorized person thereto (4.04.2011, # 193)
6. Basis for commitments for amounts paid voluntarily or cut from the treasury accounts based on decisions of the Court and other authorized bodies, is the encashment order, writ or decisions of the Court or other authorized bodies on payment of sums. 
7. Basis for commitments for the purpose of performing state commitments is international or national agreements (treaties) 
8. Removed (4.04.2011, # 193)

Article 5. Commitments based on a quarterly application

Commitments for costs listed below may be taken based on a quarterly application (Annex #2) in the limits of planned budget allocations. 
a. wages in a form of money, social payments, compensation of free-lance workers’ pay (including similar payments as prescribed by the economic category of subsidies); (4.04.2011, # 193)
b. Overseas or domestic business trips (29.09.2010, # 753)
c. Field money of military servants and civilians;

d. costs related to actions envisaged by the law of Georgia “On State Secret” (commitment document for such shall be accompanied by the written permission of the relevant authorized person);
e. costs related to keeping overseas diplomatic missions of Georgia;
f. costs for relationship or accession (membership) to international organizations;
g. transfers to budgets of territorial units;
h. social allowance;

i. social assistance rendered by employers;

j. monetary bonus – part of rewards;

k. compensation of damages or traumas due to fault of state entities, as well as compensations due to death;
l. student vouchers, academic grants and scholarships, President’s or other individual grants or scholarships;
m. compensation of damages and loss due to natural disasters;

n. periodic payments established by the law: in accordance with the organic law of Georgia “On Political Unions of Citizens”, funds allocated from the budget in support of activities of parties;
o. costs for majority MP bureaus (05.09.2008, # 697)
p. accounts payable accumulated in previous years (only in a form of paid salaries) (05.09.2008, # 697)
Article 6. Review and Registration of Commitment Documents (4.04.2011, # 193)
1. Organization presents the State Treasury with the commitment document prepared in accordance with articles 4 and 5 of these Guidelines. 
2. The State Treasury reviews presented documents for compliance with requirements of these Guidelines and registers it in the database of the Treasury. Incomplete documentation shall be returned to the organization. 

3. Transfer of registered commitments to other article, as well as use of funds allocated for a particular commitment shall not be permitted. 
4. Organization may abolish registered commitments in full or in part. (6.09.2011, # 471)
5. Organization may alter registered quarterly applications (6.09.2011, # 471)
Chapter III

Payment Order
Article 7. Preparation of the Payment Order

1. Organization shall prepare a payment order (Annex # 3) following the economic activity and indicate a document certifying performance of such an act and requested amount in the limits of registered commitment. 
2. Several payment orders may be submitted for one registered commitment
3. Organization prepares the payment order for costs to be borne from the single purpose grants without registration of commitments and indicates the funding source “single purpose grant” as a basis for request. 
Article 8. Advance Payment

1. In case of advance payments, the payment order shall indicate as a basis “advance payment” as well as deadline for submission of the certification of the advance payment. 
2. Certification of advance payment shall be made in deadlines indicated in the payment order for amount indicated in the same. 
3. In case of failure to submit the certification paper within deadlines, the Treasury may suspend other commitments under the same article and will monthly inform the controlling body about failure to timely submit the paper thereto. 
Article 9. Registration of Payment Orders by the State Treasury

1. Organization shall present the State Treasury with the payment order, which will be registered by the Treasury Service within the limits of the commitment (4.04.2011, # 193)
2. Incomplete or incorrectly filled out payment orders shall not be registered and shall be returned to the organization thereto. 
Article 10. Repayment of Liabilities (debts) (4.04.2011, # 193)

Liabilities of the organization as indicated in accounting documents (balance sheet) shall be repaid in accordance with the rules established for repayment of liabilities (debts) in the limits of commitments taken under these Guidelines. 
Chapter IV

Disbursement of Funds and Management of Returns
Article 11. Disbursement of Funds (4.04.2011, # 193)
1. State Treasury shall process registered payment orders and transfer them further to the National Bank for encashment purposes. 
2. Organization receives the treasury statement on monetized payment orders at the Treasury Service.  

Article 12. Management of Returned Funds

1. Amounts paid during the current year to the Single Treasury Account may be returned to the treasury code of the Single Treasury Account – 302009921 – (return of amounts paid during the current year), which is open to place allocated, but unused amounts. Cash expenditures and payment orders reduce by the amount returned. (4.06.2008, # 493). 
2. Amounts disbursed in previous years shall be returned to budget revenues to the code “Unused and returned budget costs of previous years”. 
Chapter V
Accounting and Reporting of Disbursements as Prescribed by the Law of Georgia “On the State Budget of Georgia”
Article 13. Accounting and Reporting of Disbursements as Prescribed by the Law of Georgia “On the State Budget of Georgia”

Execution of budget funds in accordance with the law of Georgia “On State Budget of Georgia shall be accounted by the Treasury Service in accordance with the Annex # 4 and submitted to the Ministry of Finance of Georgia in legally established deadlines. 
Article 14. Reflecting Payments from Donor Credits and Grants in Reports (4.04.2011, # 193)
1. Information about amounts appropriated within the limits of funding received from overseas or based on grants (which are not spent through the Treasury account), shall be presented by the organization to the State Treasury in accordance with the Annex # 5 within 7 days after completion of the reporting period. 
2. Payments from donor credits and grants spent not through the Treasury account within the limits of investment projects shall be reflected in the budget execution report (commitment, payment order and cash expenditure) by the Foreign Relations Department of the Ministry of Finance based on the written information submitted to the State Treasury. 
3. Single purpose monetary (including monetized goods) expenditures performed in accordance with the rules established by the Minister of Finance of Georgia, shall be recorded in the budget execution report reflecting relevant commitments. 
Chapter VI

Transitional Provisions

Article 15. Repayment of liabilities before enforcement of commitment control mechanisms (4.04.2011, # 193)

Taking commitments for the purpose of repayment of liabilities as shown in the accounting reports (balance sheet) and repayment of such before enactment of commitment 
control mechanisms is possible in consent with the head of the Treasury Service. 
Annex # 1 (6.09.2011, # 471)
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Annex №2 (6.09.2011 N 471)
Quarterly Application
Quarter ……. of 20…....... 
Commitment N --------
Treasury Code and Name ________

Name of the budgetary organization ______________________
Payment Source   ______________________

	Budget Classification Article
	…… quarter

	 
	1
	2

	1
	Salary
	 

	 
	 Salary in a form of money  – official rate
	 

	 
	Salary in a form of money  – ranking rate
	 

	 
	 Salary in a form of money  – bonus
	 

	 
	Salary in a form of money  - supplement
	 

	 
	 Salary in a form of money  – honoraria
	 

	 
	 Salary in a form of money  – compensation
	 

	 
	 Social fees
	 

	2
	Goods and Services
	 

	 
	Monetary remuneration of free-lance staff
	 

	 
	Representation costs 
	 

	
	Overseas business trips
	

	 
	Domestic business trips
	

	 
	Other goods and services
	 

	
	 Keeping diplomatic missions and attaché offices 
	

	
	 other expenditures for other goods and services
	

	3
	Subsidies
	 

	4
	Grants
	 

	 
	 Governments of foreign countries
	 

	
	Current
	

	
	Capital
	

	 
	 International organizations
	 

	
	Current
	

	
	Capital
	

	 
	State entities of other levels 
	 

	
	Current
	

	
	Capital
	

	5
	Social Welfare
	 

	 
	 Social insurance
	 

	
	Monetary form
	

	
	Form of goods
	

	 
	Social assistance
	 

	
	Monetary form
	

	
	Form of goods
	

	 
	 Social Assistance of Employer
	 

	
	Monetary form
	

	
	Form of goods
	

	6
	Other costs
	 

	 
	Various costs - current
	 

	7
	Liabilities (commitments)
	 

	 
	Domestic – other accounts payable
	 

	 
	Total
	 


Notes: --------------------------------------------------------------------------------
Responsible Person     Executor 

Date     /---/------/------/ 

Annex №3 (14.09.2011 N 489)
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Annex N4

Reporting of the Treasury Service during the Reporting Period on Performed Disbursements
	Organizational Code
	Name
	Verified Paln of the Reporting Period 
	Commitment
	Resource             (3-4)
	Payment Order 
	Disbursement
	Debt (6-7)

	1
	2
	3
	4
	5
	6
	7
	8


            Annex N5
I N F O R M A T I O N
On Amounts spent in the limits of funding received from Foreign Funding Sources and Grants
Between …….. of 20......  and   . . . . . . .of 20…..
	1
	Name of the LEPL
	 

	2
	Identification Code
	 

	3
	Treasury Code
	 

	4
	 Requisites of credit (grant) Agreement 
	 

	5
	Project title
	 

	6
	Amounts deposited by donors to the account (in the currency of deposit)
	 

	7
	 Amounts deposited by donors to the account ( in GEL)
	 

	8
	GEL cash expenditure of the LEPL in the reporting month
	 

	9
	GEL amounts of cash expenditure in words 
	 


                                      Manager                                                                            Stamp
                                      Authorized Person   

                                      Date
Annex №6 (6.09.2011 N 471)
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          Annex N7 Removed (25.08.2010 N 673)

 Annex N8 Removed (21.05.2010 N 416)
 Annex N9 Removed (21.05.2010 N 416)
