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SCART APPROVAL PROCESS AND LEVELS  

1. SCART Budget Approval process and levels 

BUDGET APPROVAL PROCESS(General Hospital) 

M
ed

ic
al

 S
u

pe
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n
te

nd
en

t 
A

cc
o
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nt
 

General Hospital

Upload Budget 

Approve

Submit to MS

Yes

Is the budget 
accurate 

No

Reject 

Start

Review

Stop

Accountant 

MS
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BUDGET APPROVAL PROCESS(Health Center IV) 
In

ch
ar

ge
A

cc
o
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nt
 

Health Center IV

Upload Budget 

Approve

Submit to Incharge

Yes

Is the budget 
accurate 

No

Reject 

Start

Review

Stop

Accountant 

Incharge
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BUDGET APPROVAL PROCESS(Health Center III) 
In

ch
ar

ge
Su

b 
A

cc
o

un
ta

n
t 

Health Center III

Upload Budget 

Approve

Submit to Incharge

Yes

Is the budget 
accurate 

No

Reject 

Start

Review

Stop

Sub Accountant 

Incharge
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BUDGET APPROVAL PROCESS(Municipality/City Division) 
To

w
n 

Cl
er

k
Tr

ea
su

re
r

A
cc

o
un

ta
nt

Municipality/City Division

Upload Budget 

Approve

Submit to Treasurer

Yes

Is the budget 
accurate 

No

Reject 

Start

Review

Stop

Treasurer

TownClerk

Accountant

Review

Submit to TownClerk

Is the budget 
accurate 

Yes

NO

Reject
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BUDGET APPROVAL PROCESS(Subcounty/Towncouncil) 
Su

bc
o

u
nt

y 
Ch

ie
f/

To
w
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rk
Su

b 
A

cc
o
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Subcounty/Towncouncil

Upload Budget 

Approve

Submit to 
Townclerk/

Subcounty Chief

Yes

Is the budget 
accurate 

No

Reject 

Start

Review

Stop

Sub Accountant 

Subcounty Chief/Townclerk
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BUDGET APPROVAL PROCESS(Schools) 
H

e
ad

 T
ea

ch
er

B
u

rs
ar

/S
ub

A
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ta
n

t 

Schools

Upload Budget 

Approve

Submit to 
HeadTeacher

Yes

Is the budget 
accurate 

No

Reject 

Start

Review

Stop

Bursar/SubAccountant 

Head Teacher
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2. Release Approval Process and Levels 

RELEASE APPROVAL PROCESS(General Hospital) 

M
ed

ic
al

 S
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n
te
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t
A
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un
ta

nt

General Hospital 

Upload Release

Approve

Submit to MS

Yes

Is the Release 
accurate 

No

Reject 

Start

Review

Stop

Accountant

Medical Superintendent 
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RELEASE APPROVAL PROCESS(Health Center IV) 
In

ch
ar

ge
A

cc
o

un
ta

nt

Health Center IV

Upload Release

Approve

Submit to 
Incharge

Yes

Is the Release 
accurate 

No

Reject 

Start

Review

Stop

Accountant

Incharge
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RELEASE APPROVAL PROCESS(Health Center III) 
In

ch
ar

ge
Su

b 
A

cc
o

un
ta

n
t

Health Center III

Upload Release

Approve

Submit to 
Incharge

Yes

Is the Release 
accurate 

No

Reject 

Start

Review

Stop

Sub Accountant

Incharge
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RELEASE APPROVAL PROCESS(Schools) 
H

e
ad

T
e

ac
h

e
r

B
u

rs
ar

/S
ub
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u
nt

an
t 

Schools

Upload Release

Approve

Submit to 
HeadTeacher

Yes

Is the Release 
accurate 

No

Reject 

Start

Review

Stop

Bursar/Subaccountant 

HeadTeacher
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RELEASE APPROVAL PROCESS(Municipality/City Division) 
To

w
n 

Cl
er

k
Tr

ea
su

re
r

A
cc

o
un

ta
nt

Municipality/City Division

Upload Release 

Approve

Submit to 
Treasurer

Yes

Is the Release 
accurate 

No

Reject 

Start

Review

Stop

Treasurer

TownClerk

Accountant

Review

Submit to TownClerk

Is the Release 
accurate 

Yes

NO

Reject
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RELEASE APPROVAL PROCESS(Subcounty/Towncouncil) 
Su

bc
o

u
nt

y 
Ch

ie
f/

To
w

nC
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Su

b 
A
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o
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t 

Subcounty/Towncouncil

Upload Release 

Approve

Submit to 
Townclerk/

Subcounty Chief

Yes

Is the Release 
accurate 

No

Reject 

Start

Review

Stop

Sub Accountant 

Subcounty Chief/Townclerk

 

 

 

3. Payment Approval Process and Levels 
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PAYMENT APPROVAL PROCESS(General Hospital) 
M

ed
ica

l S
up

er
int

en
de

nt
 

Ac
co

un
ta

nt
 

As
st.

 A
cc

ou
nt

an
t

CF
O

CA
O/

TC
General Hospital

Initiate 
Payment 

Submit to 
Treasurer

Yes

Is the 
Payment  
accurate 

No

Reject 

Start

Review

Accountant 

Medical Superintendent

Asst.Accountant

Review

Submit to 
MS

Is the 
Payment  
accurate 

Yes

NO

Reject

Submit to 
CFO

Review

Is the 
Payment  
accurate 

Submit to 
CAO/TC

Yes

No

Review

Is the 
Payment  
accurate 

No

Approve

Yes

Stop

Reject

Reject

CFO

CAO/TC
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PAYMENT APPROVAL PROCESS(Health Center IV or III) 
To

w
nC

le
rk

/S
u

bc
o

u
nt

y 
Ch

ie
f

In
ch

a
rg

e
A

cc
o

un
ta

nt
/

Su
ba

cc
o

un
ta

n
t

Health Center IV or III

Initiate 
Payment  

Submit to 
Incharge

Yes

Is the 
Payment  
accurate 

No

Reject 

Start

Review

Incharge

Townclerk/Subcounty Chief

Accountant/Subaccountant 

Review

Submit to 
Townclerk/
Subcounty 

Chief

Is the 
Payment  
accurate 

Yes

NO

Reject

Approve Stop
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PAYMENT APPROVAL PROCESS(Municipality/City Division) 
T

o
w

n
C

le
rk

Tr
ea

su
re

r
A

cc
o

un
ta

nt

Municipality/City Division

Initiate 
Payment 

Submit to 
Treasurer

Yes

Is the 
Payment  
accurate 

No

Reject 

Start

Review

Treasurer

Townclerk

Accountant 

Review

Submit to 
Townclerk

Is the 
Payment  
accurate 

Yes

NO

Reject

Approve Stop

 



Page 16 of 39 
 

PAYMENT APPROVAL PROCESS(Subcounty/TownCouncil) 
Su

bc
o

u
nt

y 
ch

ie
f/

To
w

n
Cl

er
k

Su
bA

cc
o

u
nt
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t

Subcounty/Towncouncil

Initiate 
Payment 

Submit to 
SubCounty 

Chief/
Townclerk

Is the 
Payment  
accurate 

No

Reject 

Start

Review

Subcounty chief/TownClerk

Subaccountant 

Approve Stop

Yes
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PAYMENT APPROVAL PROCESS(School) 

H
e

ad
Te

ac
h

er
B

u
rs

a
r/

Su
ba
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o

un
ta

n
t

School

Initiate 
Payment 

Submit to 
SubCounty 

Chief/
Townclerk

Is the 
Payment  
accurate 

No

Reject 

Start

Review

HeadTeacher

Bursar/Subaccountant 

Approve Stop

Yes
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4. Transfer Approval Process and Levels 

 

TRANSFER APPROVAL PROCESS(General Hospital/Health Center IV/III) 

M
ed

ic
al

 S
u

p
er

in
te

n
d

en
t/

In
ch

ar
ge

A
cc

o
u

n
ta

n
t/

Su
ba

cc
o

un
ta

n
t 

General Hospital/Health Center IV/III

Initiate 
Transfer 

Submit to 
MS/

Incharge

Is the 
Transfer  
accurate 

No

Reject 

Start

Review

Medical Superintendent/Incharge

Accountant/Subaccountant 

Approve Stop

Yes

 

 

 

 

 

 



Page 19 of 39 
 

 

TRANSFER APPROVAL PROCESS(Subcounty/Towncouncil) 

Su
b

co
u

n
ty

 C
h

ie
f/

To
w

n
C

le
rk

Su
b

ac
co

u
n

ta
n

t 

Subcounty/TownCouncil

Initiate 
Transfer 

Submit to 
Subcounty 

chief/
Townclerk

Is the 
Transfer  
accurate 

No

Reject 

Start

Review

Subcounty Chief/TownClerk

Subaccountant 

Approve Stop

Yes
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TRANSFER APPROVAL PROCESS(Schools) 

H
e

ad
T

e
ac

h
e

r
B

u
rs

ar
/S

ub
ac

co
u

nt
an

t

Schools

Initiate Transfer

Approve

Submit to 
HeadTeacher

Yes

Is the Transfer 
accurate 

No

Reject 

Start

Review

Stop

Bursar/Subaccountant 

HeadTeacher
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TRANSFER APPROVAL PROCESS(Municipality/City Division) 
T

o
w

n
C

le
rk

Tr
ea

su
re

r
A

cc
o

un
ta

nt

Municipality/City Division

Initiate 
Transfer 

Submit to 
Treasurer

Yes

Is the 
Transfer  
accurate 

No

Reject 

Start

Review

Treasurer

Townclerk

Accountant 

Review

Submit to 
Townclerk

Is the 
Transfer  
accurate 

Yes

NO

Reject

Approve Stop
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5. Vendors/Staff Approval Process and Levels 

VENDOR/STAFF APPROVAL PROCESS(Schools) 
H

e
ad

T
e

ac
h

e
r

B
u

rs
ar

/S
ub

A
cc

o
un

ta
n

t 

Schools

Register Vendor/
Staff

Approve

Submit to 
HeadTeacher

Yes

Is the Vendor/
Staff accurate 

No

Reject 

Start

Review

Stop

Bursar/SubAccountant 

HeadTeacher
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VENDER/STAFF APPROVAL PROCESS(Subcounty/Towncouncil) 
Su

b
co

u
n

ty
 C

h
ie

f/
To

w
n

C
le

rk
Su

b
ac
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u

n
ta

n
t 

Subcounty/TownCouncil

Register 
Vendor/

Staff

Submit to 
Subcounty 

chief/
Townclerk

Is the 
Vendor/Staff  

accurate 

No

Reject 

Start

Review

Subcounty Chief/TownClerk

Subaccountant 

Approve Stop

Yes
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VENDOR/STAFF APPROVAL PROCESS(Municipality/City Division) 
T

o
w

n
C

le
rk

Tr
ea

su
re

r
A

cc
o

un
ta

nt

Municipality/City Division

Register 
Vendor/

Staff

Submit to 
Treasurer

Yes

Is the 
Vendor/

Staff  
accurate 

No

Reject 

Start

Review

Treasurer

Townclerk

Accountant 

Review

Submit to 
Townclerk

Is the 
Tvendor/

Staff  
accurate 

Yes

NO

Reject

Approve Stop
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VENDOR/STAFF APPROVAL PROCESS(General Hospital/Health Center IV/III) 
M

ed
ic

al
 S

u
p

er
in

te
n

d
en

t/
In

ch
ar

ge
A

cc
o

u
n

ta
n

t/
Su

ba
cc

o
un

ta
n

t 
General Hospital/Health Center IV/III

Register 
Vendor/

Staff 

Submit to 
MS/

Incharge

Is the 
Vendor/Staff  

accurate 

No

Reject 

Start

Review

Medical Superintendent/Incharge

Accountant/Subaccountant 

Approve Stop

Yes
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6. Assets Approval Process and Levels 

ASSETS APPROVAL PROCESS(Subcounty/Towncouncil) 

Su
b

co
u

n
ty

 C
h

ie
f/

To
w

n
C

le
rk

Su
b

ac
co

u
n

ta
n

t 

Subcounty/TownCouncil

Register 
Asset

Submit to 
Subcounty 

chief/
Townclerk

Is the Asset  
accurate 

No

Reject 

Start

Review

Subcounty Chief/TownClerk

Subaccountant 

Approve Stop

Yes
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ASSET APPROVAL PROCESS(Municipality/City Division) 
T

o
w

n
C

le
rk

Tr
ea

su
re

r
A

cc
o

un
ta

nt

Municipality/City Division

Register 
Asset

Submit to 
Treasurer

Yes

Is the Asset  
accurate 

No

Reject 

Start

Review

Treasurer

Townclerk

Accountant 

Review

Submit to 
Townclerk

Is the Asset  
accurate 

Yes

NO

Reject

Approve Stop
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ASSET APPROVAL PROCESS(General Hospital/Health Center IV/III) 
M

ed
ic

al
 S

u
p

er
in

te
n

d
en

t/
In

ch
ar

ge
A

cc
o

u
n

ta
n

t/
Su

ba
cc

o
un

ta
n

t 
General Hospital/Health Center IV/III

Register 
Asset 

Submit to 
MS/

Incharge

Is the Asset  
accurate 

No

Reject 

Start

Review

Medical Superintendent/Incharge

Accountant/Subaccountant 

Approve Stop

Yes
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ASSETS APPROVAL PROCESS(Schools) 
H

e
ad

T
e

ac
h

e
r

B
u

rs
ar

/S
ub

A
cc

o
un

ta
n

t

Schools

Register Asset

Approve

Submit to 
HeadTeacher

Yes

Is the Asset 
accurate 

No

Reject 

Start

Review

Stop

Bursar/SubAccountant

HeadTeacher
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7. Bank Reconciliation Approval Process and Levels 

 

BANK RECONCILIATION APPROVAL PROCESS(Health Center IV/III) 
In

ch
ar

ge
A

cc
o

u
n

ta
n

t/
Su

ba
cc

o
un

ta
n

t 

Health Center IV/III

Initiate 
Bank 

Reconciliat
ion

Submit to 
Incharge

Is the Bank 
Rec.  

accurate 

No

Reject 

Start

Review

Incharge

Accountant/Subaccountant 

Approve Stop

Yes
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BANK RECONCILIATION PROCESS(General Hospital) 
M

ed
ic

al
 S

u
pe

ri
n

te
nd

en
t

A
cc

o
un

ta
nt

General Hospital

Upload Release 

Approve

Submit to MS

Is the Bank 
Rec. accurate 

No

Reject 

Start

Review

Stop

Medical Superintendent

Accountant

Yes

 

 

 

 

 

 



Page 32 of 39 
 

BANK RECONCILIATION APPROVAL PROCESS(Schools) 
H

e
ad

T
e

ac
h

e
r

B
u

rs
ar

/S
ub

A
cc

o
un

ta
n

t

Schools

Initiate Bank 
Reconciliation

Approve

Submit to 
HeadTeacher

Yes

Is the Bank Rec. 
accurate 

No

Reject 

Start

Review

Stop

Bursar/SubAccountant

HeadTeacher
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BANK RECONCILIATION APPROVAL PROCESS(Municipality/City Division) 
T

o
w

n
C

le
rk

Tr
ea

su
re

r
A

cc
o

un
ta

nt

Municipality/City Division

Initiate 
Bank 

Reconciliat
ion

Submit to 
Treasurer

Yes

Is the Bank 
Rec. 

accurate 

No

Reject 

Start

Review

Treasurer

TownClerk

Accountant 

Review

Submit to 
Townclerk

Is the Bank 
Rec. 

accurate 

Yes

NO

Reject

Approve Stop
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BANK RECONCILIATION APPROVAL PROCESS(Subcounty/Towncouncil) 

Su
b

co
u

n
ty

 C
h

ie
f/

T
o

w
n

cl
e

rk
Su

ba
cc

o
un

ta
n

t 

Subcounty/TownCouncil

Initiate 
Bank 

Reconciliat
ion 

Submit to 
Subcounty 

Chief/
Townclerk

Is the Bank 
Rec.  

accurate 

No

Reject 

Start

Review

Subcounty Chief/Townclerk

Subaccountant 

Approve Stop

Yes

 

 

 

 

 

 

8. Journal Voucher approval Process and Levels  
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JOURNAL VOUNCHER PROCESS(General Hospital) 

C
FO

M
ed

ic
al

 S
u

pe
ri

n
te

nd
en

t
A

cc
o

un
ta

nt
General Hospital

Initiate a 
Journal 

Vouncher

Approve

Submit to MS

Yes

Is the Journal 
Vouncher 
accurate 

No

Reject 

Start

Review

Stop

Medical Superintendent

CFO

Accountant

Review

Submit to CFO

Is the Journal 
Vouncher 
accurate 

Yes

NO

Reject
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JOURNAL VOUNCHER APPROVAL PROCESS(Schools) 

H
e

ad
T

e
ac

h
e

r
B

u
rs

ar
/S

ub
A

cc
o

un
ta

n
t

Schools

Initiate Journal 
Vouncher

Approve

Submit to 
HeadTeacher

Yes

Is the Journal 
Vouncher 
accurate 

No

Reject 

Start

Review

Stop

Bursar/SubAccountant

HeadTeacher
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JOURNAL VOUNCHER APPROVAL PROCESS(Municipality/City Division) 
C

FO
Tr

ea
su

re
r

A
cc

o
un

ta
nt

Municipality/City Division

Initiate 
Journal 

vouncher

Submit to 
Treasurer

Yes

Is the 
Journal 

Vouncher 
accurate 

No

Reject 

Start

Review

Treasurer

CFO

Accountant 

Review

Submit to CFO

Is the 
Journal 

Vouncher 
accurate 

Yes

NO

Reject

Approve Stop
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JOURNAL VOUNCHER APPROVAL PROCESS(Subcounty/Towncouncil) 
C

FO
Su

b
ac

co
u

n
ta

n
t 

Subcounty/TownCouncil

Initiate 
Journal 

Vouncher 

Submit to 
CFO

Is the Journal 
Vouncher   
accurate 

No

Reject 

Start

Review

CFO

Subaccountant 

Approve Stop

Yes
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JOURNAL VOUNCHER APPROVAL PROCESS(Health Center IV/III) 
In

ch
a

rg
e

A
cc

o
u

n
ta

n
t/

Su
ba

cc
o

un
ta

n
t 

Health Center IV/III

Initiate 
Journal 

Vouncher 

Submit to 
MS/

Incharge

Is the Journal 
vouncher  
accurate 

No

Reject 

Start

Review

Incharge

Accountant/Subaccountant 

Approve Stop

Yes

 

 

 

 

 


