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Zoological Society of Trinidad and Tobago Inc. (ZSTT)
2009 Administrative Report

INTRODUCTION

The 2009 fiscal year proved to be another successful year for the Zoological Society of
Trinidad and Tobago (ZSTT) with the commencement of Phase 1 of the Zoo upgrade and
the signing of two Memoranda of Understanding with the International Fund for Animal
Welfare (IFAW) and the Manatee Conservation Trust (MCT). These partnerships served
to enhance conservation initiatives regarding ongoing marine turtle protection at
Manzanilla and protection of the Nariva Swamp and its manatee population, as well as, to
facilitate the continuation of cetacean research. The partnerships also allowed for the
sharing of information, technology, and extended quarantine facilities.

The “Zoo to You” educational outreach project executed jointly with the San Juan Rotary
Club grew exponentially during the year, reaching out to thousands of primary school
children around the country. In addition, the Zoo’s compound was used as a platform to
spread information on environmental issues to the public, through the commemoration of
special occasions, for example, World Environmental Day.

Membership continued to grow steadily from all sectors of the population, with more
active involvement by ordinary members in many of the Society’s activities. These
ranged from providing voluntary service in the various events undertaken by the Society
to participating in the conservation agenda.

The support of the Ministry of Tourism was instrumental in realizing the Society’s goals.
The Society continues to enjoy a productive relationship with the Ministry, the current
Minister, the Honourable Joseph Ross and his executive team. The invaluable support of
the Honourable Minister deserves special mention in regard to the resumption of the Zoo
upgrade project. Other partnerships which were mutually beneficial to the Society
included those with the Forestry Division towards wildlife enforcement and with the
Manatee Conservation Trust which facilitated the upgrade project, by providing
temporary housing for animals requiring relocation during the upgrade of the Zoo.

1. MISSION STATEMENT

The primary mission of the Zoological Society of Trinidad and Tobago Inc. is to oversec
the provision and preservation of a representative collection’ of fauna of Trinidad and
Tobago, other animals not indigenous to the twin island State, the introduction of new
and curious objects of the animal kingdom; to ensure the efficient operations of a
Zoological Park for the recreation and education of its people; and for the protection and
conservation of the environment and our native fauna.



2. VISION STATEMENT

We are the region’s premier organization for the conservation and protection of animal
species through education, captive breeding and species’ reintroduction, scientific
research and sustainable development programmes, while providing an engaging,
aesthetically pleasing environment for animals and visitors.

3. STRATEGIC PLAN: 2009 - 2014

Background

The ZSTT was established on 23rd April, 1947. Mr. J.C. Muir, CM.G., who was at that
time Director of Agriculture, was elected the first President of the Society.

The first Governing Body, a council of twelve, was charged with:

1. The responsibility of establishing a Zoological Garden for the advancement of
Zoology,

2. The introduction into the Island of new and interesting objects of the Animal
Kingdom,;

3. The development of greater interest in Zoology in the youth of the Island; and

4. The raising of funds for the purpose of carrying out these objectives.

On 8th November 1952, the Zoological Gardens opened its gates to the public, under the
name, Emperor Valley Zoo (EVZ). It was so named after the Emperor butterfly (Morpho
pledies insularis) which lived in great quantities in the valley at that time. His
Excellency, Sir Hubert Rance, the then Governor officially opened the Zoo to the public
and graciously gave his patronage to the Society.

At the time of its opening, the Gardens covered an area of 15 acres and consisted of about
10 cages and 127 animals. Today, the Zoo is home to a large collection of specimens with
over 232 species and 800 actval specimens.

The ZSTT was declared a Statutory Body by the Statutory Authorities Services
Commission by Declaration Order No. 128 of 1968, for the purpose of appointing,
transferring, promoting, removing and éxercising disciplinary control over persons
appointed as monthly paid staff. For operation of the Zoo as a national good, the Society
was then supported by the Ministry of Agriculture, followed by the Ministry of Public
Utilities and the Environment and since 2006, this responsibility has been assigned to the
Ministry of Tourism.

Zoological policy is formulated through consultation between the Curator and the
Council. Traditionally, the Zoo’s primary function has been to exhibit indigenous fauna,
supplemented by exotic species from the Neotropical region of South America and




species from around the world that are conducive to survival in this country. Acquisition
of animals or changes proposed for the Zoo's animal collection is made by the Curator
with the knowledge and approval of the Council. The Council comprises eleven (i1)
members representing multi-sectoral and multi-disciplinary perspecuves President, Mr.
Gupte Lutchmedial; 1* Vice President, Mr. Benjamin De La Rosa; 2™ Vice President,
Mr. Sundar Seecharan; Treasurer, Ms. Mayia Rampersad; Secretary, Mr. David Boodoo;
Ex-Officio Member, Mr. Amroodeen Ali and five (5) ordinary Members.

Aims and Objectives

The ZSTT, recognizing the salience of human-nature relationships and experiences
throughout history, has strategically positioned itself to play a pivotal role as follows:

» mitigating the losses to the local genetic pool

» simultaneously maintaining a refuge for threatcned, endangered and rare animal
and plant communities, as well as, individual species
reactivation of the nostalgia for the human- natural environment interaction
inculcation of a lasting preservation ethic in the public through research,
information sharing and cultural/recreational programmes of the Zoo.

Strengths

Expertise of the Council of members of the ZSTT.

Location of the Emperor Valley Zoo.

Public education outreach

Commitment to the revival and release of threatened, at-risk and endangered species

through captive breeding.

Enthusiasm of Staff about the naturalistic ambience in which they work.

m In-house experience and ideas garnered by Staff over the years which can be readily
accessed and hamessed to effect improvements of the Zoo’s operations.

» Major visitor attraction within the country.

Weaknesses

= Image of the Zoo among some stakeholders, as it pertains to the state of the exhibits’

accommodation.

Employee/management relationship.

Long delay by the SASC in dealing with disciplinary matters.

Employee dissatisfaction over the issue of job classification.

Lack of a co-coordinated Human Resources programme to address Staff concerns and

for the resolution of conflicts which necessarily arise on the job from time to time,

especially in an environment as dynamic and unique as a Zoological Garden.

m Lack of a concerted, structured Public Relations outreach to promote the Zoo's work,
goals and value to socicty, and to develop and maintain a cogent, prominent image
among its various stakeholders in keeping with its stated Vision and Mission.



Inadequate housing and environmental stimulation for animals.

Opportunities

Upgrading and/or enhancing the already significant hands-on experience of Staff
through the provision of scholarships and grants for training, locally and abroad, in
the Life Sciences — Biology, Zoology and animal husbandry — as well as the
behavioral sciences.

A more proactive, persistent pursuit of local-international partnerships by the ZSTT
with relevant NGOs, corporate citizens, other Zoological Gardens or parks, Life
Science Departments in accredited colleges and/or universities toward the
enhancement of the Zoo's skills base, animal collection, access and exposure to
pertinent technology and facilities (e.g. DNA testing procedures and equipment),
procurement of scholarships for the professional and educational enrichment of Zoo
personnel, access to grant funding for equipment and infrastructural improvements
and Staff exchanges, particularly in the area of Zookeeping.

Development of the Zoo as a principal source of baseline data on the region’s
endemic, endangered, threatened, at-risk and rare faunal species through the conduct
of its Captive Breeding and in-situ and ex-situ Science and Research Programmes, as
well as a key repository of environmental information relevant to Trinidad and
Tobago and the region.

A proactive involvement in the promotion of a conservation ethic throughout society
through enhanced internal and external education programmes: towards this end the
Zoo could position itself as a key player in, and advocate of, habitat and biodiversity
conservation in the face of rapid urban and industrial development in the finite
geographical setting of an island.

The principal staging area for the breeding of indigenous species, where possible.

To develop a partnership with the Forestry Division in the areas of enforcement,
quarantine, breeding and reintroduction of species.

Training

Share genetic material with other Zoos.

To echance the enclosures of the Zoo to mirror animal natural habitat.

Threats

An over-extended staff resulting in decreased motivation to perform duties.

Disaster preparedness in the event of naturally-occurring or human-induced events in
a potentially high-risk environment

Flight of staff to more lucrative employment opportunities.



Towards Self-Sufficiency

In the context of the ZSTT being empowered to take charge of its financial operations
and against the background of a global financial meltdown, the ZSTT feels obliged to
explore ways and means of achieving self-sufficiency in the medium and long-term.
Steps are being taken to upgrade the facility in keeping with international standards and
to focus the exhibits on Neotropical species, with a sample of some exotic species. To be
totally self-sufficient, the Zoo would have to depend on the placing of the Zoo and its
direction on a purely business and economic footing, solely dependent on the ZSTT’s
Council to run the Zoo as a business.

The thrust of the ZSTT to forge alliances with both international and national
organizations which have a sterling conservation reputation will serve to enhance its
reputation. The opportunities now exist for fund-raising to take off at a different level,
leveraging on this enhanced reputation. Thus the ZSTT can employ a variety of strategies
and target a range of stakeholders to achieve self-sufficiency.

Key Strategies
Strategic Priorities:

Strategic Priority: Promoting Conservation and Stewardship of our Natural
Heritage

Utilizing its wealth of knowledge and skills as reposed in the membership of the Council
and the staff of the EVZ!, and in partnership with other national and international
organizations, such as the Forestry Division, Ministry of Agriculture, Land and Marine
Resources (FD), International Fund for Animal Welfare (IFAW) and Omaha’s Henry
Doorly Zoo, the ZSTT intends to embark on key conservation activities which would
serve to achieve the following objectives:

» connect conservation activities and messages directly with the lives of our patrons
and the wider public

! At the behest of the Council are veterinarian lecturers with specialties in avian and mammalian biology, a
practicing lawyer, an agriculturist, a career forest officer with 19 years wildlife expertise, an herpetologist,
an accountant, an HSSE manager in the corporate sector, a commmunity activist and a Deputy Permanent
Secretary, under the chairmanship of a business entrepreneur for over 30 years and founder of the Manatee
Conservation Trust and the recipient of a Humming Bird National Medal. Advising the Council is a
wildlife professional who headed the Forestry Division’s wildlife unit for over 15 years with primary
responsibility for implementing conservation programmes at the Zoological Society. EVZ staff wildlife
professional are headed by a zookeeper'manager with over 30 years experience in the sector and
management training from AZA, an assistant curator with a first degree in zoology and hands-on training
from foreign zoos as well as a senior zookeeper with widespread training from a number of foreign zoos in
North America Other professionals are on contract to handle animal enrichment, nutrition and research and
development.



—

s protect critically endangered wildlife populations in their native habitats through
ex situ conservation projects

» mitigate the losses to the local genetic pool through captive breeding and
reintroduction programmes

« simultaneously maintain a refuge and gene pool for threatened, endangered and
rarc animal and plant communities, as well as individual species, whether native
or exotic

« inculcate a lasting preservation ethic in the public through the research,
information and cultural/recreational programmes of the Zoo.

Strategic Priority: Building Capacity and Investing in our Human Resource

Hand in hand with the physical transformation of the Zoo is the need to integrate and
align the staff in order to enhance institutional capacity building for sustainable
development. The traditional values and culture which directly influence operational
processes will be continuously assessed in order to identify opportunities for
improvement. The ZSTT, by tapping into its reserve of expertise, will continue on its
mission of closing gaps in skills and knowledge among its employees and will implement
the necessary initiatives to produce an efficient and effective work-force.

Strategic Priority: Promoting Education of the Zoo Fauna and Addressing Key
Conservation and Environmental Issues

| Zoological institutions throughout the world are being transformed into centers for
conservation and learning. Animals are possible ambassadors that can help connect
poople to places they would not otherwise see and inspire them fo take action against
some of the environmental issues which we experience in our daily lives. In these
difficult times the role of a modern zoological institution has evolved in response to the
urgency of this mission. We will strive to connect people with nature through living
collections of wildlife in a manner that encourages stewardship of natural resources,
habitats and the ecological fabric that supports all residents of Planet Earth. The ZSTT
can achieve this present day drive by optimizing its already existing resources and
partnering, where necessary, with both national and international organizations to
promote the required goals and objectives.

As we move into the next century, the importance of zoos as “living labs” where
education, research and field programmes will work to ensure the preservation of wild
habitat and species survival will only grow. In this regard, the Emperor Valley Zoo will
also continue to play a role in public education about the global environment. Expanding
our communication efforts through public awareness, heightened general media efforts
and online activities will help extend our influence,




Strategic Priority: Providing Recreational Opportunities for the Public

As the concern about violence and crime in this country grows, people will seek safe
havens to spend leisure time. The Zoo provides the attractive balance between the
illusion of mild adventure with wild animals in a controlled environment that traditionally
guarantees personal safety.

Approximately 200,000 persons visit the zoo annually. This can be increased by
modifying existing infrastructure and surroundings and implementing new ideas. Also,
more attention must be given to flattening peak attendance patterns through focusing on
off-peak attendance periods.

4. FINANCIAL OPERATIONS

In the area of supplementing of financing for the operations of the Emperor Valley Zoo
only, the Society falls under the ambit of the Ministry of Tourism. The ZSTT submits to
the Ministry of Tourism an annual projected Income and Expenditure Budget for the Zoo
which is approved by the Council. The Ministry of Finance assesses the request as part of
the total budgetary allocation process for other Ministries, and a revised version is
normally approved in the yearly budget of the Government. Funds are released from the
Consolidated Fund on a monthly basis upon request made by the Zoo. This is
accompanied by proper justification and explanations, and released according to the
availability of funds.

Zoo income is usually generated from gate receipts, subscriptions by members of the
Society, donations and deeds of covenant, and special events.

See Appendix | for the un-audited financial statement for the ZSTT for fiscal year 2009.

5. HUMAN RESOURCES

The Emperor Valley Zoo staff is comprised of three (3) sections — Administration,
Maintenance and Zookeeping. These employees are either daily or monthly-paid.
Monthly paid employees are appointed by the Statutory Authorities’ Service Commission
(SASC), in accordance with Clause 5 (1) of the Statutory Authorities® Service
Commission Act, Chap. 24:01 wherein the SASC has the power “to appoint persons to be
or act as officers and to transfer, prornote, remove and exercise disciplinary control over
persons so appointed.” Daily paid workers are hired directly by the Curator on behalf of
the Counil of the ZSTT.

The Curator and his staff manage the daily operations of the Zoo, implementing policies
established by the Council in accordance with Ordinance 12 of 1952, (Appendix IV
refers).



In the Zookeeping Department, a Keeper 1 can work his way up to the Curator position,
following the acquisition of the necessary qualifications. Maintenance employees can
graduate from Repair Man |1 to Works Supervisor.

Only monthly paid workers are assessed by Performance Appraisal Reports every six (6)
months. Promotions are usually on the basis of seniority derived from tenure of service.
Qualifications may also be taken into consideration. Recruitment and selection are done
by advertisements produced by SASC after liaison with the ZSTT.

Terms of reference related to Job Description, conditions of employment such as Sick
Leave eligibility, Vacation Leave or Salaries reside with the Chief Personnel Officer.
Trade Union representation is provided by the NUGFW for the daily paid staff.

6. ORGANIZATIONAL STRUCTURE

There are 3 main levels of authority (See Appendix II for more details). At the apex of the
hierarchy, four govering bodies co-exist, namely: the Council, Statutory Authorities
Service Commission (SASC), Ministry of Tourism and the Chief Personnel Officer
(CPO). The Council is headed by a President and comprises a multi-sectoral and multi-
disciplinary membership which handles day-to-day decision making and policy. In
respect of technical aspects and development of the Society’s agenda, the President is
supported by a Zoo Consultant, hired on contract for a period of three (3) years. The
SASC controls Employment, Discipline, Termination and Promotions. Funding is
provided by the Ministry of Tourism while Terms & Conditions of Employment are
handled by the CPO.

Directly under this four-part headship falls the Curator who is responsible for the day-to
day running of the Emperor Valley Zoo (EVZ). At the third level of the hierarchy is the
Assistant Curator. The portfolio of the Assistant Curator encompasses the three (3) main
divisions of the EVZ, namely, Keepers, Maintenance and Office Staff. Each division
carries its own structure. The most senior Keepers are ranked as Zookeeper III while the
most junior are ranked as Zookeeper I. Currently the staff comprises 1 ZooKeeper III, 2
ZooKeepers II; and 18 ZooKeepers I. Under Maintenance, the Works Supervisor
manages a complement of 21 persons ranging from Foreman, Repairmen, Welders,
Gardeners/Groundsmen and Labourers. Office staff includes 1 Clerk 1, 1 Typist, 1 Office
Assistant, 3 Cashiers/Customer Service representatives and an Accounting Unit of 3

persons.

Four (4) persons have been employed on contract by the ZSTT: Temporary Biologist,
Research Officer, Enrichment Officer and Groundsman/Handyman. -These positions
provide a much needed service, both professionally and otherwise and will be regularized
pending the approval by Cabinet of the proposed organizational structure,



Training Sessions for Keepers are run throughout the year for a period of three (3)
months per session. These courses are designed to improve the quality of Zookeeping at
the EVZ using interactive lectures and field trips.

7. PROCUREMENT OF RESOURCES

All items/works for procurement are accessed in accordance with the Accounting
Procedures Manual for the ZSTT, a document prepared in 2002 and approved by the
Ministry of Finance before its implementation

8. INDUSTRIAL RELATIONS

The Trade Union representative for Maintenance Staff is the National Union of
Government and Federated Workers (N.U.G.F.W.) while Keepers are represented by the
Emperor Valley Zoo Staff Association. As far as possible, issues are managed through
conflict resolution.

9, COMMUNITY SERVICE PROGRAMMES

For fiscal year 2009, the ZSTT engaged in the following Community Service
Programmes:

i) Leatherback Iurtle Monitoring and Protection Programme: This programme
commenced in 2008 in conjunction with the International Fund for Animal Welfare
(IFAW) and continued in 2009. It involved nightly patrols at Manzanilla during March to
Avugust and education of villagers on turtle protection. Since its inception, the number of
turtles slaughtered during nesting season has reduced and the general attitude of villagers
toward the endangered species has begun to change. For the 2009 nesting season, only
one (1) turtle was lost to poachers and 20 washed ashore, some having drowned by
fishing nets offshore. Zookeepers participated in nightly patrols up to three times per
week.

ii) “Non-invasive Cetacean Research, Monitoring and Outreach Project” (CMP): This
was done in conjunction with IFAW, in an attempt to ascertain the extent to which
marine mammals are present in waters sumrounding Trinidad and Tobago. Those
mammals of interest are: Porpoises, Dolphins, and Whales. Methods include interviewing
fisher folk from coastal and fishing communities and use of a hydrophone.

iii) Internship Programme: The ZSTT engaged in accommodating an intern, Ms. Cristina

Bennett, from the Maple Leaf International School (MLIS), which started in September
2009. This programme will continue into the new fiscal year until January 2010. This
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internship is being done on a credit basis as part of the Co-operative Education course run
at the school. This course affords students the opportunity to intern at workplaces
consistent with their career goals.

iv) Annual Children’s Christmas Treat: This is provided with the assistance of the E-zee
Riders Motorcycle Club to children across the country as part of the ZSTT’s social
corporate responsibility. The programme ran for 3 weekends in December 2008 where
thousands of children benefitted from treat bags, gift giveaways, Santa Claus attendance
and face painting.

10. AUDIT

A copy of the general accounting procedures which include internal audit procedures is
aftached as Appendix ITI.  This remains unchanged from that provided in the 2008
Administrative Report. There is no Internal Auditor on staff, however the Treasurer is
charged with the audit function as stipulated in the Bye-Laws of the Zoological Society
of Trinidad and Tobago which was incorporated by Ordinance No. 12 of 1952. A copy of
this Ordinance is aftached as Appendix IV. Monthly reports on expenditure are prepared
and audited by the Treasurer before submission to the Ministry of Tourism.

In January 2009, two (2) Accounts Clerks were hired on contract as part of the
Accounting Unit. Oversight for this Unit is provided by the Treasurer of the ZSTT.

11. SPECIAL PROJECTS/STATISTICS - Accomplishments 2009

11.1 Development and Enhancement of the Emperor Valley Zoo

Following the review of the development and enhancement project as requested by the
Cabinet, by a four- person Committee of Experts under the chairmanship of the Deputy
Permanent Secretary, Ministry of Tourism during August-September 2008, which
recommended that the project proceed in its original intent, the contract was signed with
NLBA and Associates so that construction work could begin in January 2009. The sod-
turning ceremony took place in April 2009 to commemorate the start of Phase I
construction work, with project management by the Tourism Development Company Ltd.
(TDC). In order to accommodate animals which are temporarily displaced as a
consequence of the project, the Council approved the development of an offsite facility to
provide housing. For the 2009 fiscal year, site preparatory works were initiated and cages
for psittacines (parrots, macaws and kin) were completed. The feasibility study for the
establishment of a Zoological Park at the proposed site at Chickland, Central Trinidad
was conducted by Lee Young and Partners. The report with recommendations was
reviewed by the Council and submitted to the Ministry of Tourism for its consideration.
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11.2 Institutional Strengthening

Staffing:
+ The Statutory Authorities Service Commission has approved the following

appointments:;

o Mr. Nirmal Biptah, Assistant Curator as Ag. Curator from 26
October, 2008 retroactive to 2006.

o Ms. Elena Hemandez as Ag. Assistant Curator from 07 October,
2008 for a period of six months, and renewed subsequently for two
additional six-month terms,

+ Renewal of contract of one Temporary Biologist, Ms. Laura Tardieu with
effect from January 2009 for a one year period.

e Renewal of contract of one Research Assistant, Ms. Shari Wellington with
effect from July 2009 for & one year period.

« Employment on contract of one Enrichment Officer, Ms. Reisha Boodram
who was hired in March 2009 for a one year period.

+ Employment on contract of 2 Accounts Clerks, Ms. Riana Mohammed and
Ms. Mala Ramnath in January 2009 to form part of the Accounting Unit
for a three-year period.

Organizational Restructuring:

» A proposal to create professional positions on contract (Curator/Manager,
Zoologist, Biologist, and full-time Veterinarian) and upgrade the zookeeping
positions was submitted by the Ministry of Tourism to the Public
Management Consulting Division, Ministry of Public Administration for
consideration prior to submission to Cabinet.

Training of Staff:

» One 3-month Training Session was conducted for a total of 25 Zookeeping
staff on animal behaviour by the Zoo Consultant, Mrs. Nadra Nathai-Gyan
and external resource persons.

o The Ag. Curator attended a 2-week training course in zoo management
conducted by the Association of Zoos and Aquariums (AZA) held at
Wheeling College, West Virginia, USA in February 2009. This training is
ongoing through the implementation of AZA standards at the EVZ.

o The Temporary Biologist was provided a one-month internship at the
Henry Doorley Zoo, Omaha in Jan-Feb 2009.

o The President of the ZSTT and the Curator attended the AZAWorkshop in
Portland, Oregon during the period 15-19 September, 2009.
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11.3 Annual Visitation

A total of 195,056 paying patrons visited the Zoo for fiscal year 2009 with a further 9,000
visiting on a complimentary basis.

Increased entrance fees to the Zoo of $15.00 per adult and $7.00 per child under 12 years
were approved at the Annual General Meeting of the Society held in August 2009 for
implementation on October 1st.

11.4 Conservation Activities

Breeding of the following Endangered Species:

Red Brocket Deer Scarlet Macaw

Rufous vented Chacalaca  Squurrel Monkey

Mandrill Red Howler Monkey
Blue and Gold Macaw Guyana Tree Boa
Scarlet Ibis African Spur-thigh/Spurred Tortoise

The EVZ partnered with IFAW as well as the Manatee Conservation Trust for:

o]

Nightly Leatherback Turtle Patrols on the Manzanilla beach front
during March to August by a minimum of 4 persons per night. Nightly
patrol teams comprised up to three (3) Zookeepers along with Game
Wardens and Manatee Conservation Trust officials. Although one
slaughter occurred, the offenders were pursued by officers on patrol.
One of the three offenders was apprehended, charged and fined. Team
members were able to rescue 18 lost/disoriented turtles from
roadways and other dangerous environments. For the season, between
58-100 turtles were observed nightly.

Successful release of 6 pairs of captive-bred Blue and Gold Macaws
into the Bush Bush Wildlife Sanctuary in July 2009 following a
period of rehabilitation on site.

Formalization of implementation of the “Non-invasive Cetacean
Research, Monitoring and Outreach Project” (CMP) from January to
April as a follow-up to the IFAW’s 2006 survey conducted in the
Caribbean. The methodology involved interviewing fishermen at bona
fide fishing ports around Trinidad and in Tobago; and two
hydrophone exercises off the east and north-west coasts. Also, the
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research vessel “Rescue I was acquired March 2009 and launched in
August 2009 to aid with future phases of the project.

o Development of an Offsite Facility at Plum Road, Manzanilla: a
quarantine/breeding/temporary housing facility formalized in 2009
through a lease arrangement to:

» house seized animals and court exhibits

= facilitate the development of a biological park which the
ZSTT can undertake activities contributory to the recovery of
endangered species

= hold excess stock from the EVZ, especially endangered
species for breeding and re-introduction purposes

= The resulting facility will be in accordance with international
standards as prescribed by the AZA.

e The ZSTI/EVZ continues to partner with the community-based NGO,
Manatee Conservation Trust, for beach cleanups and Manatee surveillance.

11.5 Provision of Technical Services

o Exchange Visit to the Guyana Zoo
The President, 1* Vice President and Ag. Curator visited the Guyana Zoo in
July 2009 in keeping with the signed MOU between both parties.

o Visit by General Manager, Guyana National Parks Commission
As part of the collaboration envisaged by the MOU between the ZSTT and the
Guyana National Parks Commission, the General Manager, Guyana National
Parks Commission, Ms. Yolanda Vasconcellos, was hosted by the ZSTT for a
one-week period in June 2009. )

e Training in Handling of Animals
In September, about 50 Regiment officers from France, Martinique and
Trinidad and Tobago were trained in the handling of wild fauna, inclusive of
venomous snakes, by Zookeeper Delbert Charleau.

o Working Partmerships for the Rescue/Retrieval of Animals
The Zoo collaborates with the Forestry Division for the seizure of illegal pets
from homes and businesses. Through collaboration with the Manatee
Conservation Trust, these animals can be housed at newly developed facilities
in Plum Road, Manzanilla as well as at the Zoo’s recently expanded
quarantine facilitics. The Zoo also conducts animal rescues in response to

14




distress calls from residential and urban areas as often as necessary. A number
of snakes, caimans and birds of prey have been returned to the wild without
harm as a result.

Enrichment of Exhibits — The Zoo hosted Ms. Mandi Olsen of the Henry
Doorly Zoo in Omaha, Nebraska (U.S.A.) who lectured to Zookeepers on
Animal Behaviour/Enrichment in March 2009 and provided practical
demonstrations.

11.6 Participation in Events

A one-week exhibition was held at the Zoo in recognition of World Wetlands
Day celebrated on February 2* 2009.

A three-week educational exhibition was successfully held at the Zoo from
10-28 August 2009 to accommodate the normal increase in visitors over the
vacation period. The organizations represented throughout the exhibition
were: Manatee Conservation Trust, Forestry Division, Pointe a Pierre
Wildfow]l Trust, the Zoological Society of Trinidad and Tobago, and the
Emperor Valley Zoo.

A one-day exhibition was held on 24 September 2009 in commemoration of
Republic Day.

The ZSTT in collaboration with the San Juan Rotary Club launched an
educational outreach programme, “Zoo to You” in October 2008, catering for
weekly visits to schools nationwide. More than 30 schools have benefited
from this project.

In August 2009, the Petting Zoo was a major attraction at the Tourism Park
hosted by the TDC at Pier 1, Chaguaramas over a 3-day period.

World Animal Day was celebrated by the Zoo from 03 - 05 October 2008 with
free entry to all patrons and exposure to the Petting Zoo.

11.7 Partnerships

International Fund for Animal Welfare (IFAW) — An MOU was signed in
November 2008 that will allow for the transfer of information and technology
between the two organizations. In addition, the ZSTT through the Office of
the President will serve as the local IFAW office.

Manatee Conservation Trust — An MOU was signed in November 2008 to

develop joint conservation programmes in manatee rehabilitation, marine
turtle conservation, cetacean research and provision of quarantine facilities.
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Forestry Division, Ministry of Agriculture, Land and Marine Resources —
A draft is under review by the Conservator of Forests in order to formalize the
collaboration which currently exists between both institutions, especially in
the area of wildlife enforcement. The management team and zookeepers assist
in the identification of exhibits and quarantine and care of court exhibits and
confiscated species; as well as support marine turtle protection efforts at
Manzanilla beach.

Guyana Animal Farm - An MOU was signed with this organization in order
to develop relationships for animal acquisition and breeding programmes.
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ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO

BALANCE SHEET
AS AT 30TH SEPTEMBER 2009
Notes 2009 2008
ASSETS
Non-Current Assets
Property, plant and equipment 5,568,872 5,387,968
Curert Assets
Cash on hand 25,730 62
Cash at bank 2,850,222 4,054,279
Accounts receivable and prepayments 181,319 112,765
3,061,270 4,167,106
Total assets $ 31623!142 $ 8,555,074
EQUITY AND LIABILITIES
Equity and Regerves: :
Accumulated Fund 1,739,963 2,668,065
Capital Reserve 2,901,117 2,901,117
Capftal grant 3,824,709 3,924,708
Cincinnatt Zoo Fund 14,284 14,284
Education Fund 4,172 4,172
8,564,245 8,512,346
Current Liabi
Accounts payable and accruals 43,897 42,728
Total Equity and Liabilites $ 8 142 $ 8 5524074
President Treasurer: Secretary:

The attached notes form an Integral part of these financial statements.

.



ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO
STATEMENT OF INCOME AND EXPENDITURE

AS AT 30TH SEPTEMBER 2009

INCOME
Gate Recaipts

Subscriptions and donations
Goveimment Grant- Subvention
Other income

_Capital grant
Rent
. Bank interast

EXPENDITURE

Advertising and promotions

Amortisation - Development Programme
Audit fees

Books/periodicals

Depreciation

General insurance

Material supplies, food and medicine
Other Contracted Services & Janitorial Services
Other Expenses

Official Entainment

Offica Expenses

Professional fees

Rates and taxes

Retirement Benefits

Remuneration toc Board Members
Repairs and maintenance - motor vehicle
Repalrs and maintenance - building
Salaries, wages and national insurance
Sacurity

Telephone and electricity

Training and overseas travel

Traveliing

Uniforms

Net profit for the period

2009 2008

1,233,974 1,322,245
111,480 5,785
5,999,516 5,868,327
2,864 85,855
300,000 218,570
84,773 43,565
14,817 48,002
7,727,436 7,503,430
92,158 48,426
196,713 218,569
16,198 22,000
4,440 1,206
171,929 182,247
168,208 80,200
5,508 5,642
- 19,888
1,557,196 883,422

65,145 -
- 52,073

13,141 -
29 297 28,970
- 37,657
268,514 294,619

44,326 -
198,800 161,300
39,925 51,202
1,018,528 437,349
3,842,202 3,618,181
443,691 467,858
240,811 168,050
143,384 64,988
42,051 5,303
74,171 52 882
8,665,537 6,612,131

S (828102 8 681,308
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}.. ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO

—————

STATEMENT OF CASH FLOWS
FOR THE YEAR ENDED 30TH SEPTEMBER 2008

Cash flows from operating activities:

Net profit for the year
Adjustments to reconcile profit to net cash from
operating activities:
Depreciation -
Amortisation - Development programme
Loss on disposal of asset
Operating profit before changes in working capltal

Changes in working capital
Accounts receivable and prepayments
Accounts payable and accruais

Financing Activities
Capita! Grant received
Capital Grant - amortisation

Net cash Inflows from financing activities

Investing Activities
Proceeds on sale of property, piant and equipment
Purchase of property, plantand equlpment

Net cash outflows from Investing activities

Net increase n cash and cash equivalents
Net cash and cash equivaients at beginning of the year
Net cash and cash squlvalents at end of the year

Represented by:
Cash In hand
Cash at bank

L

2009 2008
(928,102) 681,308
171,929 182,247
198,713 218,569
(559,460} 1,082,124
(181,319) (53,671)
43,89 (471,293)
(784,676) 557,160
300,000 200,000
(198,713) (218,569)
103,287 (18,569)
(547,546) (615,076)
(547,546) ~ (615,076)
(1,228,935) (76,485)
4,108,887 4,130,826
§_2879652 $ 4,054,344
29,740 62
2,850,222 4,054,279
§__2879952 $ 4054341



ZOOLOGICIAL SOCIETY OF TRINIDAD & TOBAGO

NOTES TO THE FINANCIAL STATEMENTS
FOR THE YEAR ENDED 30™ SEPTEMBER, 2009.

1. Incorporation and Principal Activity

The Society was incorporated by ordinance 12 of 1952. Its principal activity is the
operation of the Emperor Valley Zoo.

2. Statement of Accounting Policies

(a) Basis of Accounting

These financial statements have been prepared on the historical cost convention with
reference to International Accounting Standards approved in Trinidad & Tobago. The
existences of material items covered by these standards are disclosed. No account has

been taken for the effects of inflation.

(b) Property, plant and equipment

Premise and Equipment are stated at historical cost, except for building, fences and
cages. Depreciation is provided on the reducing balance basis at varying rates, which
are sufficient to write off the cost of the assets over their estimated useful lives.

The rates charged are as follows:
Building, Fencing & Cages 2%
Plant and Equipment 25%
Furniture and Fixtures 25%
Office Equipment 10— 25%
Motor Vehicle 25%
Minor Equipment 25%

Development Programme  10%

The animal exhibits at the Zoo value by the curators are not reflected in these financial
statements.

(C) Reporting Currency
These financial statements are expressed in Trinidad & Tobago dollars
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. 3. Short Term Financial assets And Liabilities

The Carrying amount of short term financial assets and liabilities comprise cash debtors,
payables and other liabilities are a reasonable estimate of their fair values because of the
short maturity of these instruments.

Government Grants

Government Grants are accounted for using the “Income approach,” that is the Grants are
recognized as income and matched with the associated costs which the grant is intended
to compensate, This may be over one or more periods depending on the type of Grant
received.

Grants related to Income are credited to the Income statement in the period to which it
relates. Grants related to assets are shown by deducting the grant in arriving at the
carrying amount of the assets and there fore recognized as income over the life of the
asset.
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‘ ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO

PROPERTY PLANT AND EQUIPMENT

AS AT 30TH SEPTEMBER 2009

3 Property, plant and equipment

Cost

As at 1st October 2008
Additions

Disposals
At 30th September 2009

Accumulated Depreciation

As at 1st October 2008
Charge for the year -
Disposals

At 30th September 2009

Net Book Value
At 30th September 2009
At 30th September 2008

Building, )
Fencing & Plant & Furniture & Office Motor Minor Development
Cages Equipment Fixtures Equipment  Vehicle Equipment Programme Total
3,519,894 367,172 247,115 199,220 1,148,312 673,892 3,224,984 $ 9,380,589
- 66,602 10,858 63,350 270,950 135,786 - § 547,546
- - - - - - - $ -
3,519,894 433,774 257,973 262,570 1,419,262 809,678 3,224,984 $ 9,928,135
1,270,124 353,028 202,198 140,676 499,237 269,499 1,257,859 3,992,621
19,593 15,516 13,265 22,156 49,771 51,628 196,713 368,642
1,289,717 368,544 215,463 162,832 549,008 321,127 1,454,572 4,361,263
$ 2,230,177 $ 65230 $ 42510 $ 99,738 $ 870,254 $ 488551 $ 1,770412 § 5,566,872
$ 2249770 § 14,144 § 44917 $ 58544 $ 649,075 §$ 404,393 $ 1,967,125 § 5387,968
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ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC | Manual No | Supersedes Current
ACCOUNTING PROCEDURES MANUAL P T

,

SUBJECT: GENERAL PROCEDURES

Date: | Ver. 1.0

Introduction

*The Zoological Society of Trinidad and Tobago Inc., (Z8TT) as a statutory Body is requir_ed: to
prepare monthly and annual financial accounts based on the policies and- procedures in this
‘manual. These policies and proceduzes;are designed to safeguard the ZSTT assets and acgurately
record fransactions conducted- by ZSTT so that the statutory ﬁna:nqial statements re’ﬂec;t a true

and fair view of ZSTT financial position.. S

The management and accounts staff of the Emperos. Valley Zoo wﬂl be responsible for ensuring
that these policies and procedures are adhered to. Any dawa’uon from these policies-should be
approved by ZSTT Council ddcumented and circulated to all mem:bers, of staff.
ZSTT 1is also requﬁcd to submit certain prescribed financial information to the appropriate
"Minister in accordancé with section 40 (1) and (2) of the Exchequer and Audit Act, Chapter

69:01.

Bams of Accounting

~

) ZSTT shall prepare its-financial staterments using International Acéounting Standards (IAS). The
' finanéial “statements should comply with all the requirements. of each applicable JAS and
» interp}étéiiOn?of'-the ‘Standing Interpretations Committee (SIC). - Where there is no specific
?eqﬁﬁ’eﬁiénts,-&*théﬂbﬁﬁcﬂ should develop policies to ensure that the financial statements provide
’ "iﬁfofﬁ:iétidﬁ'iﬁa‘fzis’féiia;ﬁle and relevant to the decision-making néé;is?ef the-users.” The financial

. oo tements should be based on the following five fundamental accounting assumptions.




( ZOOLOGICAL SOCIETY OF TRINIDAD AND TGBAGO INC Manual No | Supersedes Current

ACCOUNTING PROCEDURES MANUAL -
Date: _ Ver. 1.0

SUBJECT: GENERAL PROCEDURES

() - Going Concern
_This states that finahcial statements are normally prepared on the assumption that an enterprise is

a going concern and will continue in operation for the foreseeable future.

(i) Consistency and Presentation
It is assumeéd that accounting pelicies; are consistent from one accounting period to-another. A
change in abCounting"polic;lr should be made only. if ti) a significant change in the nature of the .
operations Of the enterprise or a review of its financial statement preséi_:ltation demeonstrates that
' the thange Wﬂl result in a more apprGpriate presentation of svents or tr_a;:;sactions or (ii) a change -

iy

in presentation is tequired by anIAS or an SIC.

(i)  Accrual Basis of Accounting
An enterprise should prepare its financial statements, except for cash ﬂdwjinfonnation, undgr the
"accrual basis of éécounting. Under the accrual basis of accounting, _‘t:'apsactions and events are .
‘recognised when they- occur and .fhey are recorded in the accounting re;’cnlrds and reported in the

financial statements of the period to which they relate.

(iv) -Materiality and Aggregation
Bach matérial ‘ftem should be présented separately in the financial statements. Immaterial -

- amoumts shpuld be ‘aggregated with amounts of a similar nature or function and need not be

presented separately.



ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC ManualNo Supersedes Current .

ACCOUNTING PROCEDUR.ES MANUAL _
D:ate:;?. e Ver. 1.0

| SUBJECT: GENERAL PROCEDURES

(v)  Offsetting

IAS.

Financial Statements . - - R
The 'Financjal Staternents of ZSTT will be prepaied undc'f fhe historical cost -convention

' modified to give effect to the revaluation of Fixed Assets and investments. (where applicable)

A complete set of financial statements for ZSTT will include the-fol,lowing:

. L1
[

o Balance Skeet;

» TIncome and Expenditure Account
* (Cash Flow Statement; and i

* Accounting policies and explanatory notes. e

Reportiﬁg Currency
. The financial statements of ZSTT shall be expressed in Tnmdad and Tobago Dollars (TTD).

Transactions denomitated in foreign eusencies showuld be franslated at the rates of exchange

ruling at the dates of the transactions.

- At 'the reporting date, all monetary assets and liabilities denominafed in foreign cumencies should

“be translated into "TTD at the weighted average selling rates of exchange -as published by the

o Central Bank of Trinidad and Tobago Gaing and losses arising: asa résult of this re—n'anslahon

should be recorded in the income and expenditure account.




ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC | Manual No ~ | Supersedes.| Current

ACCOUNTIN G PROCEDURES MANUAL
‘Date: . 5 Ver. 1.0

SUBJECT: GENBRAL‘ PROCEDURES

Safeguarding of Accounting Records and Source Documents

. The management of the Emperor Valley Zoo shall enswre that all accounting recerds are
properly filed and stored in a safe and secure (preferably fire-proof) location.. Trmnidad and

Tobago law requires that these decuments ate kept for at least six years.

Journal Vouchers

- The accouriting system requires the use of general journal vouchers to -update ZSTT system-for

varjous ' transactions.  Additienally, all journal vouchers must be approved by The

—

Accountant/Clerk 111 who should ensure that the vouchers are accurate and have been.prepared

on the basis of appropriate supporting documentation.

- Certain recurring adjusting jourﬁa] entries, are made every period (e.g. depreciation) and the
Treasurer should. identify these jowal -entries for ppéting to the general ledger in each

-accounting period.

1.1 Procedure - Posting General Ledger Transactions

I1.1 Policies

I 1.1.1 " Only approved journal entries could. be posted to the general “ledger

account.

1;1.12  ° Onamonthly basis all activity should be postedto the .general ledger.




SUBJECT: GE_NERAL PROCEDURES

ZOOLOGICAL SOCIETY. OF TRINIDAD -AND TOBAGQ INC . Manual No Supersedes Current
_ACCOUNTING PROCEDURES MANUAL :

Date: ‘ ) . Ver. 1.0

J.2  General
 1.1.2.1 The posting to the general ledger may come.from any and all the following

ources inter alia:

s  General journals ~ adjusting journal ertries; » ‘

s Payroll journal;
° Invoices;.

« Cash receipts and disbursernents journal.

After posting to the general ledger, a check shou]d be made by the -Aceounts
Officer to ensure that the general ledger is in balancé (debits vs. credits) and -
that the confrol dccourits agree to the updated sub';leﬁg‘ars. ‘Where necessary,
reconciliations should be performed between the general ledger control
actounts and .the sub-ledgers, and these reconcﬂiationé should be reviewed by

the Accountant/Clerk 111.

-+ At the end of each fiscal year, all items of incomga'?ag_c_i expenditure should be
- flosed so that they will not carry 6V3r’ to the n_c;}";t year. After all of the

.. required adjustments have been rmhade td_‘_;ﬂ;@_ generai ledger, - the.

Accountant/Clerk 111 should prepare a closing entry which will create.a nil

- -balance in each income and expense account which will be balanced by a net

debit or credit to retained earnings:




ACCOUNTING PROCEDURES M.ANUAL

* - | ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC Manu_al No.." | Supersedes Current

Date: | Ver. 1.0
‘.S’UBIECT GENERAL PROCEDURES N
1.1.3 Presentation
Not Applicable
I.1.4 Procedural Responsibilities-
Res;ionsiﬁiﬁty | Activity.
Accounts Qfficer/Clerk 1 . Révigw source documentation
» Determine the control’ totals for .each
control ledger
» Prepare and submit journal entries for
posting to the general ledger.
o Enter approved transaction into the
: general ledger account.
Accountant/Clerk 111 e Review journal vouchers and match to

source documents.

o Initjal for approval

I

'Il\ilﬂ!llillwwi
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' ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC | Mamual No' | Supersedes |, Current
ACCOUNTING PROCEDURES MANUAL SR B .
. Date: Ver. 1.0
_ SUBJECT: GEN_ERAL PROCEDURES - = |
Trial Balance Carn

At thé end of every month a trial balance should be prepared whith Hsts all general ledger.

accounts and their balances as of month-end. The trial balance will verify that the-general ledger

~ accounts balance (debits equal credits) and will serve as a workpaper fo make adjustments to

corréct their balances. Accounts in the trial balance form the basis for the compilation of the

financial statements.
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ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC | Matmal No [Supersedes | . Current
ACCOUNTING PROCEDURES MANUAL o

Date:, 0 o Ver. 1.0

SUBJEC’I'. FIXED ASSETS

II.1 Procedure — Accounting for Fixed Assets -

This Section refers to-the procedures to be followed in accomltmg for fixed assets (property and

" equipment).-

.1.1. Policies

Imiiy-

Imi.i2

Im.1.1.3

114

-
~

Fixed assets must be stated at cost less accumulated depreciation.
Accurate records should be majntaiﬂeq p__f the cost and accumulated

depreciation of fixed assets.

The cost of asset includes not only the contract or invoice, price but also
such cost as preliminary surveys, Iegalf:fees and installation costs. Cash
discounts taken should be recorded as‘a reduction of the cost. The cost of
the asset is charged directly to the reiﬁ‘t‘é;ﬂ"ésset in the general ledger |

O B
Pilar !

account.
Expenditures for tangible assets used actively in ZSTT operations that

Benefit a period exceeding one fiscal year should be capitalised.

iy

Reparr expense should be dlstmgurshcd'ﬁ'om expenditures for

Improvements additions, renovations; akterations and replacements, which

 are capital expenses. Experiditures oritéaits if they do ot materially add.
- tothe value of the property and do not riaterially prolong the life of the

. property are to be recorded in the incomé 'and expenditure account.

[ARD
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ZOOLOGICAL SOCIETY, OF TRINIDAD AND TOBAGD INC. Manual No Supefsedes | Current

ACCOUNTING PROCEDURES MANUAL '
Date: _ Ver. 1.0

'SUBJECT: FIXED ASSETS‘ o7

IL1.2 General
Fixed Asset Register

A list of all Z8TT fixed assets is kept in a fixed asset register (FAR). The asset register provides
" Information on the physical location and various cost assocwtedmth an asset. The asset register .-

rhay contain the following headings:

o Date of purchase
¢ Type of asset -

s Asset tag mumber

¢ Description of the asset
° Asset category

¢ Cost ofasset

e Asset book value

¢ Location ofthe asset

» Life of the asset

e Scrap value.of the asset

v Depreciation rate

The asset registér muist-be updated immediately for all disposals, additions, changes in value and
‘Location’ - As such, the asset register must:be reconciled to the general ledger, accumulated

- depreciation and depreciation accounts on-a monthly basis.
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-| 'SUBIECT: FIXED ASSETS :

ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC |. Manual No Slipérsedés gl Current
ACCOUNTING PROCEDURES MANUAL =~ R A
Date : ' : Ver. 1.0

II.1.3 Presentation

The presentation of fixed assets in the accounts shall be as follows: .

Balance Sheet

Fixed assets shall be presented in the balance sheet under the heading “Fixed Assets”
Income and Expenditure Account .
Depreciation shall be presented in the Income and Expenditure Aceount under the heading .

e

“General and Administrative Expenses”

Cash Fiow Statement

Cash Flow informiation on fixed assets sha]l be stated in the cash flow statement urider the
heading .

‘Adjustment for Non-Cash Items m Operatmg Activities® and ‘Cash Used in Investing
Activities’.

10




- ZQOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC | Manual No | Supersedes |  Cusent

ACCOUNTING PROCEDURES MANUAL . - | L
Date: Ver, 1.0

. SUBJECT; FIXED ASSETS

Notes to the Balance Sheet _ ‘

* Fixed Assets as stated in the Balance Sheet shall be further'broken down for leach major

category

. (Building, Fences and Cages, Motor Vehicle, Office Equipment, Furniture and Fixtures, Other

Minor Equipment) into the following:

Cot _ ——— —

T R R TN ) - DN

Additions L -

Disposals

Total Cost T B -_ , | -~

Opening Accurmﬂated deprez:latlon _

Depreciation charge

Accumulated depremation on d1sposa1

Accumulated depreciation

NPBS@B@RRE:

Net Book Value

Notes to Income and Expenditure Account -

General and Administrative Expenses

Depreciation X

11
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ACCOUNTING PROCEDURES MANUAL
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Manual No-

Déte: |
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Current N

Ver. 1.0
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SUBJECT FIXED ASSETS

Notes to Cash Flow Statement

Adjustments for Non-Cash Items in Operating Activities

Depreciation

Gains on Disposal of fixed nssets

Cash used in Investing Activities

dditions to property, plant

d equipment

X
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ACCOUNTING PROCEDURES MANUAL

' SUBJECT: FIXED ASSETS

Mamial NG

Date?
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Cuirent

Yer, 1.0

o2 Procedure — Purchase of Fixed Assets

This Section refers to:the procedures to be followed in dea]iﬁg with the purchase of fixed assets

(property and equipment).
2.1 Policy
IL2.1.T No purchase of capital assets should be made without proper
authorisation and review to ensure.compliance with budget
guidelines and sound.nvestment decision making. TFhe decision
to purchase fixed assets must be approved by the Council.
I.2.1.2 Presentation .
Not applicable
11.2.1.3 " General

A department requesting the purchase of an item must raise 2

Purchase Requisition (PR). The PR must be approved by a senior

Personnel within the department. A copy ofthe PR is retained by

The requesting department, while a copy is sent to the accounts

Department. An Invoice Order (I0) is prepared and sent for -

approval by an authorised personnel. The IO is then sent to the

vendor. The authority levels for the purchase of fixed assets are.

FT L outlim;;; in thq Accounts Payable section of this manual.

i3
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- ZOOLOGICAL SOCIETY OF TRINIDAD ANDTOBAGO INC | . Manual No | Supersedes | Curent -

ACCOUNTING PROCEDURES MANUAL o

SUBJECT: FIXED ASSETS

Da‘te:. .' '  Ver. 1.0

12.14 Procedural Responsibilities
Respdnsibi]ity Activity
Curator » Verify the approvals for the purchase of fixed assets.
e Review the Budget, the memorandum file and the purchase
. Requisition. '
Accounts o Prepare Invmce Order J0). IO must be approved by the Council.

Officer/Clerk 1

Submit IO to vendor. Copy of IO is retained.
On receipt of the ﬁxed asset items, a receiving note (RN) is |
Prepared. The RN indicated the quantity -a.nd the description
of the items received. B )
The purchase invoice along wzth the PR_, 10 and RN are sent to
the accounts department for p'c{t)fgm;ent
Review accuracy and compleggg?s__s_; of the purchasing documents.
Prepare journal entry in relation to the purchase of the fixed asset
Item.

Enter the transactions iri the Purchase Control Ledger, also enter the

fixed asset item in its respective Fixed Asset Account in the general

ledger.

Update the fixed asset register. ...

14
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.| SUBJECT: FIXED ASSETS

Date: . ' . Ver'.l.O

Responsibility

Activity ,
Accountant/Cletk 111

e Also verify the accuracy of the source documents.-
¢ Review the fixed assets register and reconcile with the

_= . General ledger if necessary. . "

e On amonthly basis review general ledger for fixed asset

15

18 2688863865888 %8%R183808



. ZOOLOGICAL SOGIETY. OF TRINIDAD ANPTOBAGO INC Manual No | Supersedes |  Current

ACCOUNTING PROCEDURES MANUAL R -
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'SUBTECT: FIXED .ASSETS

Accounting Entry — Purchase of Fizxed Assets

$ ._Cfedit Account T 3
#

Fixed Assots ' T = .

'Aécount Name }jeirit -Account #

Cash ;inL]L?aank:, 3

Or Accounts
payable

To record
purchase of fixed
assets.
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- ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGOJNC Maq;_lué!l No'. | Supersedes | Cuarrent
ACCOUNTING PROCEDURES MANUAL : AR R !
‘Date: Ver. 1.0
SUB.IECT FIXED ASuETS -
II.3 Procedure — Accounting for Depreciation
This Section provides guidelines for calculating and accounting for depreciation.
"IL3.1 Policy
- 113.1.1 The cost of all fixed assets must be allocated overits estimated -
useful life. When a useful life i riot determinable, such-as.land,
no depreciation is taken.
3.2, General

—er

There are several methods for calculating depreciation. Depréciation for the ZSTT assets is

computed on the reducing balance method over the estimated useful lives of the related assets at

the following rates:

Property : . 2%
Fumniture and Fixtures 20%
Office Equipment .20%
Plant and Machinery 25%
Motor Vehicles 25%
Computer systems and software 20%
Other minor equipment 25%

application no longer produces reasongble results.

“The above rates must be applied consistently until conditions change to such a degree that its

17
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. ZOOEOGGICAL SOCIETY OF TRINIDAD ' AND TOB AGOINC | Manual No | Supersedes Current -

ACCOI.MI'NG PROCEDURESMANUAL - . ‘ L w
. : Date:. o Ve 1.0

‘SUBJECT: FIXED ASSETS

~ Depreciable assets.should be carried in the accounting records at the original net acquisition cost.
Less separate amounts for accumulated depreciation.

3.3 Presentation

Not applicable

134 Procedural Responsibility

Respousibility | Activity .
" Accounts Officer/Clerk 1 s Obtain asset details (mcludmg asset classification and rate of

» depreciation} from the Fixed Asset Register.

o Apply the rate of depreciation base on each asset
classification

"o Calculate the depreciation value per asset classification
o Journal voucher for the total depreciation in each asset
¢ category should be prepared.”

e Update the depreciation account and the accumulated

» depreciation in the gcnerai Iedger to reflect the depreciation
for .

the month.

“Accountant/Clerk 111 * Review the journal entries, G/L entries _and the updates to the |

fixed asset register. Initial journal entries.

i8




.| ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGOINC |- Manual No | Supersedes | Current -
, "+ | ACCOUNTING PROCEDURES MANUAL -

“Date: .‘ . Ver. 1.0

SUBJECT: FIXED ASSETS :

Accounting Entry — Depreciation

Account Name - | Debit - $ Credit | $ .

, Account # ‘ _{ Account # 1.

Depreciation - - | - - XXX "

Expense -
Accumulated XXXXX
Depreciation

To record

depreciation
expense ~
1.4 Procedure - Disposal of Fixed Assets

This Section provides guidelines for dealing with the disposal of fixed assets (property, motor

vehicles and equipment. _ o -
I14.1. Policy
I1.4.1.1 No disposal of capital assets should be made without proper

Authorisation. The decision to dispose of fixed assets should be

Approved by the Council.

.4.2. General

C‘ontrol over thﬂ disposal of fixed assets should be maintained to preserve the accuracy ofthe

W.

A records and to ensure that assets are safeguarded, i mmproper-disposal is avoided and
the best possible terms are received for disposal.
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R T,

ACCOUNTING PROCELDURES MANUAL _
Date:

SUBJECT. FIXED ASSETS

ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGQ INC ManualNo .-

-Supe;sede_s.

Current

 Ver. 1.0

contain the following fiem:

N .
o Deécription;

¢ Date acquired

e QOriginal cost;

¢ Accﬁﬁulated depreciatibn;

e Net book value and

e Book gain/loss.

adjusted for the costof removal of gain (loss).

depreciation as long as the asset is still in use.

. form. This disposal form must be reviewed and approved. by the Council.

be removed from the depreciation account. The income and expenditure account should be

Prior to the. disposal of any fixed asset a disposal form must be prepared, this form should

No fixed asset item should be removed from the premises without properly approved disposal

At the time the fixed asset is disposed of] the cost must be removed from the appro priate asset

account, the related accumulated depreciation, including depreciation to date of disposal, should

Fully depreciated assets should remain on the property records with the related acoumulated

20
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] ZOOLOGICAL SOCLETY OF TRINIDAD AND TOBAGO INC Manual No-
. ACCOUNTING PROCEDURES MANUAL - -

;:Date:
SUBJECT: FIXED ASSETS

|-Supersedes

Current

Ver. 1.0

TIEA37 77 Presentation

Not applicable

IT4.4. Procedural Responsibility

oo

Respoﬁsibi]ity S - Actlvxty

. I3 53 T X H B l"rl |7 l

Accounts Officer/Clerk e Obtain FA budget detaﬂs and approved memorandum relaimg

1 S to disposal.

)

o Calculate depreciation va]:ue to date

of the asset.

o Dispose of asset.

* Prepare general ledger vouchers.

¢ Prepare and submit a ﬁXed asset disposal form
«  Collect and accufflate all cost associated with the disposal
¢ Submit disposal of FA details to Curator.

e Post transactions to the general ledger accounts, they iriclude

the fixed assets, accumulated depreciation and depreciation.

s Update the fixed asset reglster to reflect the disposal

o Initial journal eniries.

ledg_er if necessary.

| Accountant/Clerk 111 - * Check the completeness and accuracy ofthe disposal forms.

» Review the journal entries and G/L entries.

» . Review the fixed assets regiéfér and reconcile with the general

21
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/| *ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC | - Mahual No' | Supersedes |  Current
ACCOUNTING PROCEDURES MANUAL _ | o
: : Date: ’ Ver. 1.0

| -SUBJECT: FIXED ASSETS

Accounting Entry — Disposal of Fixed Asset
Account Name | Debit Account | § | Credit Account | $
. L o . # '
Cash in Bank,_ _ KXXXK N
Depreciation ' :

Fixed Assets | . .
Gains of ' ™
Disposal . .

To record
disposal of fixed
assets.

22
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ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGOINC Manual NO Supersedes Current

ACCOUNTING PROCEDURES MANUAL -
) . Date: : - Ver. 1.0

‘SUBJECT: CASH

IIL1 Procedure — Update Cash Book

o

This Section refers to the procedures to be followed in accoﬁnting for Cash (including cash |

receipts, disbursements and cash at bank).

10.1.1 Policy
Im11.1 Cash and any cash equivalents, inéluding Governinent Subvention
are highly liguid assets of Z8TT, and it is therefore critical that
these assets are adequately'sifeguarded and accurately recorded
and accounted fr.
ri1.z General

A cash book is maintained to record all cash receipts and disbursements for the period. Atthe

end of the month journal vouchers are prepared for the control totals. These journal vouchers

are then entered info the general ledger.

targf bl
i3 Presentation

The presentation of cash in the accounts shall be as follows:

Balance Sheet

\
e v boa
[ R

(;ash and any_-pash egujvalents shall be presented in the balance sheet under the heading ‘Cash

and Cash Equivalents’.
23




ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC Mamlal No |[Supersedes | - Current

ACCOUNTING PROCEDURES MANUAL : .
Date: o Ver. 1.0

- SUBJECT: CASH .

Cash Flow Sta_tement

Information on cash and cash equivalents represents the final total in the Cash Flow Statement.

Notes to the Balance Sheet
Cash and any cash equivalents stated in the balance sheet shall be further bro‘keu down in the

following major categories:

e Cash on hand and at bank

» Short term deposits)

Notes to Cash Flow Statement-
“ash and any cash equivalents stated in the cash flow statement shall be further broken down in

he following major categories:

1 ¢ Cash on hand and at bank

» Short term deposits)




LAPAJLARTUOAL DAUNCID L § U EONNLAAI s SN A1 S Y LYol sies 4 v bt et s e e ——
'ACCOUNTING PROCEDURES MANUAL * -
’ o o Dater Ver. 1.0

SUBJECT: CASH - Lt

L1.4  Procedural Responsibility

T Accoumnts Officer/Clerk | = Enter a].l casﬁ*transaéti?nns in the cash.book
1 _ 3
: Dot .77 ] e Prepare journal enfties'to transfer contro] total in the:cash book |

into the general le‘dgefaccount.
< Enter summarised monihly cashitransactions into the-general. - -
Ledger. All reconcﬂi&tibns must be odmpieted and adjusting

: _entries made before the general ledger is updated.
Accountant/Clerk 111 » Review the cash register log and mateh all cash receipts to log

entries for completeﬁéé‘s and accuracy.

© ¢ Review jouraal Vo'd&ﬁé:r% and initial for entry in the geperal
_ ledger. SR -
Curator - @ Reviewall cash actmty for the moxth.

o Match conirel totals with the general ledger cash totals.

25
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ZOOLOGICAL SOCIE'ITY OFTRINIDAD AND TOBAGO INC
ACCOUNTING PROCEDURES MANUA_T

SUB.TE‘.CT CASH

Ma_ﬁuéi No.

. -.[h,te: - . )

| Supersedes

© Gurrent *

VT

B . | [ :

1.2 Procedures -~ Cash Receipis

This Section describes the procedures which should be fo]lawed- for recetving:and recording cash

21 - Poliy

i
PR

21,1 - - Controls should b establistied over:ali-cash and cheques received;.and

Tﬁey should ,be‘ deposited promptly in ZSTT. aecounts:. -

m2.12 Additionally, cash receipts should be recarded in the appropriate period.

ILz.2 General

of fixed a;sset_s .

. The main sources of receipts are cash collected from Gate Receipts, Government Subventions,
‘Ponations, Rental, Subscriptions tc., which are deposited directly to the bank account of ZSTT.

Other sorrces of receipts include interest charges pait by the bank, and income from the disposal

26
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SUBIECT: CASH

AC\.,OU\JTING PRDCEDURES MANUAL

ZOOLOGICAL SOCIETY OF ’I‘R.MDAD AND TOBAGO INC Manual No . Supe:sédeé 1 Current

J Date: _ | ver.10

{

I1.2.4 Procedural Responsibiliiy

FRITINI IS TS

d | Responsibility Activity. .-
- Zoo Receptionist ® Log in chcque I'LgIStLJ‘ boolc all cash and!or oheques

.-}

Recveived, mcludmg thosd via mail. The information

Logged should include ﬁe date received, the amount - -
And the payer,

Prepare cash receith;ﬁor all cash emd cheques regeived
Co‘_pies of the cash_;"réc'é‘rip_ts-s‘hould be.distributed as fo ﬁows:
A copy should be sent the payer

A copy shouid be sent. to the accounts. dépaﬂmem

A copy should be retamed.

{ Accountant/Clerk 111 |

<
]

Deposit all cash and theques: received not Jess that once per

week. All cash and cheques on ZSTT premises should be kept

 in a secure location (S458/Vault) prior to being deposited in the

Bank.
Prepare journal.

Review the cash register log and match all cash receipts to log

_ Entries for completenééfé and accuracy.

|




‘ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC Mani:ial No |Supersedes Current
ACCOUNTING PROCEDURES MANUAE ~ ° . )
Date: 1 Ve 1.0

SUBJECT: CASH

1.3 Procedure — Cash Disharsements

This-Section describes the procedures for disbursing and.recording cash for valid transactions.

11L3.1 Policy |
P

I0I.3.1.1 - Disbursemnent fion¥ZSTT bankaccounts.should be madevrly.for valid-. .

transactions,

111.3.1.2 Physical access to cash and unissued cheques must be restricted to
authorised personnel. &

I1.3.1.3 The signing of cheques for paymenf must be restricted to the approved

Council members. AlL chequesaﬁnst bear two (2) signatures.

Each signatory should examine theotiginal supporting documentation

to-ensure that each itern has been checked and approved in accordance

with ZSTT procedures.
n1.3.1.4 - Upon approval, the cheques are distributed to the respective payee, and all
of the supportmcr documentation ar¢ stamped ‘PAID’ and dated to avoid

' 111

duplication of payment.

28
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" ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO NC .Manual No .| Supersedes Current
ACCOUNTING PROCEDURES MANUAL - g

-.DatE?‘ Ver. 1.0 .
SUBJECT: CASH ’

-
-
' .
"
)
>
»
»
»
o
.
-
-
-
-
-
-t

13.3.2. General

shan
R AR

A defe’zmmatmn that the transactions-are valid should be accamphshed by reviewing tbe

Following supporting documentatmn as applicable:

e Invoices - together with receiwing notes and purchaée orders) _

Lk

s Payroll records

"4 supporting documentation should be signed by the Curator or:his assistant indieating proper

authorisation.
_ k13
IL.3.3. Presentation
Not éipﬁlicable.
3.4 Procedaral Respounsibility

These responsibilities are covered in the prosessing of suppliéipayment section.

Wid e Tao e
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| ZOGLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC'| Matmal No | Supersedes’| Current
- | ACCOUNTING PROCEDURES MANUAL e ' )

Date: i Ve_l_: 1.0

‘SUBJECT: CASH

L4 Procedure — Perform Bank Reconciliation

* This Section describes the procedures for reconeiling the cash general ledger balance with the

bank Statement.
4.1 Policy -t

HI4.1.1 Adequate steps shiould be taken to confirmthe acewrdey of the bagk '

balance shown in the general ledger, *

114,12 . - .. Thereconciliation should not be.done by the personnel involved in the

Processing and recording of cash transactions.

4.2 General

" On a monthly basis; data on cash receipts and disbursements-jotrnals should be comﬁared on an
ftem-by-item basis with the details reported-en-the bank statement. Unmatched and mismatched

data are used o reconcile the book and bank balances.

Discrepancies between general ledger cash balances and closing balances reported on bank
statements usually resnlt from fransactions recorded in cash journals but tiot yet processed and

- recorded by ZSTT bank, as well as items on bank statement not yet processed and recorded by

the Empetor Valley Zoo.

ﬁ
i
.
i
i
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— .| ZGOLOGICAL SOCIETY OF TRINIDAD ANDTOBAGO ME | Manual No. |-Supersedes| Current
a ACCOUNTING PROCEDURES MANUAB-™: - S

N L Dt | Ver10
by — ) SUBJECT: CASH ‘ oo v - : '
. 43 Presentation '
e — <
Not applicable
] — , . S
: = IAL.4.4 Procedutal Responébiﬁfy R T
| k = . : Responsibility ( Actxvxty | T .
Treasurer ZSTT ; s Qbtain the. bank staiement and thesash ‘baok
"_“ - _. o Prepare a bank geﬁbﬁﬁiliation table.
e __ e o] C o Looked for unmatéhigd items between the bank statement and
' Cashbook. |
N a J v Investigate the dﬂ’femnces
- ' . Complete the reco_nciliaiion table.
e @« Update the cash boolc N
*- IH s Prepare journal chchers
| L » Investigate auy significant variznces.
L_ L s Review journal vouchers and initial for entry into the general
Ledger. _ .
.
-
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| SUBJECT: CASH

ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC Manual No Supersedes | - Cument .
- _ACCOU'NTING PROCEDURES MANUAL" - . : )

Date: j Ver. 1.0

s Procedure — Petty Cash Disbursements
This Section describes the procedures for disbursing small amounts of cash.

ITL5.1 Policy o : i

I1.5.1.1 ‘ Prior to the disbursement ‘of any funds from the petty cash system a petty
cash voucher must be prepared with supporting-evidence such as invoices
and statement. This voucher must be approved by an:authorised

personnel.

11.5.1.2 - A summary of all disbursements must be maintained and an analysis must

also be performed in order to-cha:ée the proper general ledger account.

is.2 General
The ZSTT operates an imprest system in order to contrel and monitor the disbursement of small

amounts of funds; The amount of cash maintained m the system is $500.00.

For small cash disbursements a petty cash voucher is raised; supporting documentation must also
be provided. This voucher must be signed by an authoTiséd personnel. The amount of cash is
distributed to the recipient and the recipient signs the pctfycash voucher as evidence that the

funds have been received.

I11.5.3 Presentation

Not applicable

A
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'ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO ING Manual No | Supersedes | Current

ACGOUNTING PROCEDURES MANUAL. .
.:Date.’ : ' ' " Ver. 1.0 -

SUBJECT.. CASH

IL5.4. " Procedural Responsibility

“Responsibility . - g Acfn’it'{ - .
Accountarit/Clerk © Obtam petty uash voucher and sburoe documentation
1117 .
. o . Determine whf:ther the vouchers are propeﬂyand accurately . -
) Prepared, noting the correct general letdger account mi_n'lbers. '
¢ Dishurse petty cash.
o Updates petty cash book.
* ldentify general ledger account in petty cash book
Curator - - T _ | s Review imprest cash béok andﬁi;'ﬁéf._ - L | j
Tl'af ! 1
I
o S X ¢

33




R i Tan L

ZOQLOGICAL SCCIETY OF TRINIDAD' AND TQBAGO INC | Manual No '{|Supersedes { Current -

ACCOUNTING PROCEDUR.ES MANUAL
: : Date. o Ver, .UV

SUBJECT (_,ASH

alLe Procedure — Petty Cash Dishbursements

This Section describes the procedure for replenishing the petty cash initial stock of cash (cash

Float)
nre.1 IPolicy ‘-
h -III.6'.I.'1. .« Periodically, the petty cash amoirmt ﬂ;:iﬁtﬂd-'be repienished:(not..mureihan P
once per month) s as to bring ’the.balaﬁce up tothe inftia eash ﬁe at.
I11.6.2 General

The petty cash float will be reimbursed when the cash in the pan has 1eached its minimum

balance. ZSTT management will determine the mininmum balance.

In-order for the petty cash float to be reimbursed, all the vouchers must be summarised on a

* peity cash summary sheet and submitted to the Curator for apj:iroval and signature,

6.3 Pfesenta‘ﬁon
Not applicable
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| :
" - |1 ZOOLOGICAL SOCIETY OF T'RINIDAD AND TOBAGO TNC' Manual No | Supersedes Curre;
. WS ACCOUNTING PROCEDURES MANUAL _ 1- : :
P Lo : Date: 1 Vern It
® = 'SUBIECT: CASH -, Y FUREEN PR
1.6.4 Procedural Responsibility
 [Responsibility | Activity . - L :
| Accountant/Clerk 111 . » Remew petty cash%o“ok and prepaxe cash summary Sheet.

T e .y
PR .

‘Mateh iteras in pe‘cty cash book with petty cash vouchers ‘
. Prepare petty c:ash relmbursemenr youcher.
¢ Obtain approval Qf rejmbursemant chcher from authorised
 Persomnel. g
s Receive cash rcimbnfs'émcnt.

o Update peity cash book.

Curator

.» Review iraprest system records and initial cash book.

satd) . .

RN
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SUBJECT: ACCOUNTS PAYABLE

_ ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC |- Manual No | Supersedes |  Current
ACCOUNTING PROCEDURES MANUAL . :

Date: _ Ver. 1.0

-

{

[

SOPSPSSETSFESETTT
| o )

BUVARES

Iv.1.1.2

IV.1.1.3

IV.1.14

Iv.1 ' Procedure — Recording of Liabilities

This Section refers to the procedures governing the recording of liabilities as they become due,

IV.1.1 Policies

The prodess for acquiring goods and services needs to. be carefully.
controlled 10 -ensure thiat ZSTI‘ éipé‘ndim:es and risks-are properly -
managed. As such, all commitments are to be. entered under the

appropriate itern of expenditure in the vote control book.

The vendor invoices should be in agreement with the approved Invoice

order and attached goods received note or other supporting documentation.

The amount recorded for accounts payable should be based on vendor

invoices for the related goods of services.

. Accounts Payable in ZSTT represents sundry creditors. Sundry Creditors

may arise from goods provided or services rendered to ZSTT and invoiced

by the supplier but not yet sstﬂe‘i ..
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ZOOLOGICAL SQCIETY OF TRINIDAD AND TOBAGO INC | Manual NO Supersedes Current
ACCOUNTING PROCEDURES MANUAL

- Date: Ver. 1.0
SUBJECT: ACCOUNTS PAYABLE

— V.12,  General

Purchasing Responsibility
As the ZSTT environment is relatively small all pn:chasmg should be centralised within the
Accounts Depa:r‘tment

Iv.13 Presentation

The presentation of accounts payable and accruals in the accounts shall be as follows:

Balance Sheet

]
|
p
d
¥
d
i
N
d
¥
¢
.
.
W

a i

Accounts payable shall be presented in the balance sheet under the heading “Liabilities’

Income and Expenditure Account

P 1Y

Expenses relating to accounts payable shall be presented in the income and expenditure

. |
.Account under the heading “‘General and Administrative Expenses’ '

Cash Filow Statement

Foroageds
ARETRAAEN

Cash Flow information on accounts payable and accruals shall be stated’in the cash flow

Statement under the heading ‘Changes in Operating Assets’
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ZOOLOGICAL SOCIE'IY OF TRmmAD AND TOBAGO INC "Manual No | Supersedes 'Cunént '

ACCOUNTING PROCEDURES MANUAL -
Date: . Ver. 1.0

SUBJECT: ACCOUNTS PAYABLE

Notes to Balance Sheet

Accounts payable‘as stated in the balance sheet shall be further broken down into the following:

IR

_ 3 Account #
Creditors i o X
Notes to Income and Expen@f{u}g Account

b Account #

General and Administrative Expenses
As applicable - X
Notes to Cash Flow Statement
Changes in operating assets
Increase/Decrease in other Edabilities X
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ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC ManuaI No Supersedes:| Current

ACCOUNTING PROCEDURES MANUAL

| Date: o Ver. 1.0
SUBJECT: ACCOUNTS PAYABLE : .

Ce  mews

Iv.a Procedures — Purchase and Receipt of Goods

This Section provides guidelines on the purchase and receipt of goods.

Iv.2.1 Policies

Iv.2.1.1 . The responsibility for preparation and gaining approval for Invoice Orders:

should reside with the Accountant/Clerk-1.11. .-

v212 The responsibility for physically recognising the receipt of sueh goods
and services and maintaining the dppropriate supporting documentation

should reside with the Maintenance Supervisor 1 and/or the Zookeeper

111.

Iv.2.2 . | Presentation
Not applicable

iV 2.3 - éeneral

Levels of Authority for the approvals of Invoice Orders are: e

o “Ciatar -up to $2,500.00 for the purchase of any one item.

¢ ZSTT Council - above $2,500.00 for the purchase of any one itein, and Contracts for

Goods and Services.

39
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ZOOLOGICAL SOCIETY OF TRINIDAD,_AND TOBAGO INC | Manual No { Stipersédes | - Current
ACCOUNTING PROCEDURES MANUAL- o
: Date: N : Ver. 1.0

SUBJECT: ACCOUNTS PAYABLE ~

IV.2.4 Procedural Responsibility for Purchasing Goods

Responsibility _ _| Activity

Accounts i . :Receive requests for goods'and services. Note the following '
-1 Officer/Clerk 1 ' :
minimum information required.

Déscription of the goods or services reqmred
R Quantlty of goods and services required:
E;oposed supplier
P«;rson or department generating the request.
e  Get quotation from proposed supplier.
° f’repare Invoice Order and forward for approval according to

the authority limits defined above.

e Forward copy of approved IO to supplier and file second copy.
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ZOOLOGICAL SOCIETY OF TRINIDAD ANDTOBAGO IN'C Manual No | Supersedes |. Current
ACCOUNT]NG PROCEDURES MANUAL - ‘

'SUBJECT: ACCOUNTS PAYABLE

Dat_e: ‘ " Ver. 1.0

IV.2.4 Procedural Responsibility for Receiving Goods

Responsibility ~ | Activity

Maintenance e Upon receipt of goods and services, verify that said items are in
.| Supervisor
| 1/Zookeeperl1l good concltﬁon or work is corapleted satisfactorily.

o Verify that the quantities and specifications received and on the

Goods Received Note agree to the Invoice Order.
« Sign Goods Received Note and return copy to supplier and attach
second copy to approved I0.

s  Forward matched 10 and Goods Received Note to Accounts

~ Officer/Clerk 1 for processing.

41
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ZOOLOGICAL SOCIETY OF TRDQII)AD AND TOBAGO INC M&Ilual NO Supersedes Current
) ACCOUNI'ING PROCEDURES MANUAL

i Dai_e: Ver. 1.0
SUBJECT: ACCOUNTS PAYABLE _
Iv.3y - Procedure — Process Invoiees .
Iva.l Policy
IV3.L1 . . Control should be established over invoices as soon as they are issued, this

. will ensure timely and accurate rer{Iordmg of accounts payable and related

expenses in the Vote Conitrol Bodic. .
IV32  General

All commitments relatmg o the issue of Invoice Orders mﬂst be recorded in the Vote Book in

order to have effectlve control on expenditure and ensure- that a]l payments are met when they

fall due._ '

Iv3s3 Presentation

‘ Not applicable
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ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO ]INC
ACCOUNTING PROCEDURES MANUAL

= SUBJECT: ACCOUNTS PAYABLE

M_anual No | Supersedes

Date:

Current

Ver. 1.0

IV.3.4 Procedural Responsibilities

-

Respensibility Activity

| officer/Clexki

Accoumts’ .. = Match invoices received to approved 10 and delivery notes,
¢ Verify that the quantity o}dared, received and invoice agree.

=  Check quantity, price calculation on the invoice.

- » Prepare journal vouchers.
— C » Post to general ledger. o
- Accountant/Clerk 111 e Verify completeness and accuracy of the journal vouchers.
— _ ) . Initial vouchess for processing.
Accounting Entry _
- |
Account Name | Debit Account# 3 L Credit Account
. T#
- Asset Account o XXX
(as applicable) or , R
General and xxxx |
- Administrative |
Expenses i
_ | Creditors and
Accruals
To establish
- liability based on
| vendor invoice .
-
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. ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC | ‘Manual No - Supersedes | Current
' ACCOUNTING PROCEDURES MANUAL R |
- | Date: Ver. 1.0

SUBJECT: ACCOUNTS PAYABLE

IVi4 Procedure — Process Supplier Payments

Iv.4.l Policy

L LIVALL Schedule of Accounts and Chééjué payment vouchers should be
sequentially numbered and filéd accordingly. Payments should be

. processed as-they become due and should be based on the payment terms
defined by the suppliers. |

V.42 . General

Once the cheques are ﬁrepared they are temporary stofed until payment is made to the supplier.

IV.4.3 _ Presentation

Not applicable.

EERRER T




ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC ! Manual No | Supersedes. Current

ACCOUNTING PROCEDURES MANUAL .
SUBJECT: ACCOUNTS PAYABLE

‘Date: Ver. 1.0

Officer/Clerk 1 -

IV44  Procedural Responsibilities
R'espuns,ibi]itj ] Activity .
Accounts ¢ Review purchase invoice file. Where multlple mvoices.are due

for payment these amounts should be conso lidated so that a single
cheque -can be prepared. |

Prepare a payment listing.

Prepare cheque payment vouéhef for each supplier payﬁzent '
Attach voucher to invoice package and forward to Accountant/
Clerk 111 for approval. .
Obtain signatures on cheques anlql_henter into Cheque Register.
Upﬁaie cash book.

Prepare journal vouchers.

_Enter initialled journal into the gqnqral ledger.
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.'ZOOLOGIC‘AL SOCIETY OF TRINIDAD AND TOBAGO INC Manual No ‘

ACCOUNTING PROCEDUR.ES MANUAL -

Supersedes Current

s

paymerit.

] Bt Ver. 1.0
SUBJECT: ACCOUNTS PAYABLE .
Requns_ibility _ Activity _
Accountant/Clerk e (Check vouchers and cheques to ensure payment information
111
: and amounts are correct ard authorise voucher for cheque
preparation. | .
s Forward approved vouchets and cheqﬁes‘fbr signature.
| .= Reviewjournal vouchers and initial for entry into general ledger.
-Curator * Review supporting purchase documentation and approve

__»__Forward cheques for verifiéition and sigpatures.
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ZOOLOGICAL SOCIETY OF TRD\UIJAD AND TOB.AGO INC Manual Ne | Supersedes- Current
- ACCOUNTING PROCEDURES MANUAI. - ,

’ Date: : Ver. 1.0
" SUBJECT: ACCOUNTS PAYABLE S ' .
Accounting Entr-y .
Account Name | Debit Account# | § © 4 Eredit Acconnt 3 . T
Other Creditors ) SR > 5 s i o
and -Accruals . | . . .
Cash in Bank : s : N _ XXXXX |
| To record T I .
settlement of " ERENEY 0
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ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGOQ INC ManualNo | Supersedes | Current

ACCOUNTING PROCEDURES MANTAL - B .
Dgte: Ver. 1O

" SUBJECT: ACCOU'NTS PAYABLE

Iv.s Procedure — Perform Reconeiliation

- This Bection provides guidelines forperforming recor¢iliation in relation to- payable balances.

V.51 Policy
CIV.5.1.1 | On'a periodic basis-the accounts payabie balances-enfilesustbe. . . . .
e . : reconciled with the accounts payablein the general ledger account. . -
V.52 General

... 7Fhe reconciliation process should be performed by sometus'dther than the person who prepares

The paymerd voucher.
ivs3 Presentstion o -
Not applicable.
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ZOOLOGICAL SOCIETY OF TRINIDAD. AND TOBAGO INC Manual No | Supersedes Current

ACCOUNTING PROCEDURES MANUAL .

| Date: _ Ver. 1.0

SUBJECT: ACCOUNTS PAYABLE

IV5.4 Procedural Responsibilifies

Responsibility =

1 Activity -,

| Aécointant/ Cierk

111

. Book to the general ledger. Note differences for investigatidh.-- - .1 -

,Prowde expianatxon on dlﬂ'erences and prepare adjusting entries.

Perferm Iecencﬂlanon betweenths outstanding commitment in the
Vote baok and the general ledget on amonthly basis.

Compare the ;balance on the outstanting commitment in the vote..

Investigate differences. Refer to-journal entries, cheque payment

vouchers and mvoice packages ta 1demt1fy any errors in posting.

Prepare journal vouchers.

w0

Post adjustments.
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ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC | Manual No - { Supersedes |  Current

- ACCOUNTING PROCEDURES MANUAL
Date: L - Ver. 1.0

'SUBJECT: FINANCIAL STATEMENTS

V.1 Procedure — Preparation of Finanecial Statements

This section refers to the procedures to be followed in preparing the financial statements.

V.11 Policies
V.1.1.1 ZSTT must prepare monthly finsncial statements by the 10% _
working day of the following month. (1) Monthly Statemsnts of -
Income and Expenditure, (2) Chieque Register Report, (3) Deposit
Register Report), are to be forwérded to the Treasurer, ZSTT.
V.1.1.2 Annual statutory financial statements.and half year interim
financial statements must also'be prepared.
V.1.1.3 All reconciliations must be coifipleted and adjusting entries made
Before the financial statement ate finalised.
V.12 General

The Statutory financial statements comprise of a balance sheet, a_nd income and expenditure

account, and a cash flow statement.

v.13 Presentation

Not applicable
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ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC Manual No | Supersedes Current
ACCOUNTING PROCEDURES MANUAL -

: Date. _ - Ver. 1O
- . SUBJECT: FINANCIAL STATEMENTS )

V.14 Procedural Responsibilities
Responsibility - | Activity .
Treasurer ZSTT - * Review the general ledger balances to ensure. comp]eteness

and accuracy of balances.
o Eﬁsure that all reconciliations and adjustments have bésn.made.
e (enerate a trial balance h'sting atthe.end :of the month after all
Transactions have been posted
o Ensure that the trial balance is in balance {debits and Credlts)
"o Extract balances from the trial balance listing in order to prepare

the income and expenditure statement ard the balance sheet.

o Review the financial statement for ¢ompleteness and accuracy.. |
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_ ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC | - Mamal No Supersedes |  Current

ACCOUNTING PROCEDURES MANUAL .
. Date: ) Ver. 1.0

SUBJECT: ACCOUNTS RECEIVABLE

VI.1 Procedure — Acconnting for Accounts Receivable
This Section refers to the procedures to bé followed in accounting: for accounts receivable
VI.1.1 Policy

VLLLI  Accounts receivable should be accurate, complete and maintained in.a

manuer which indicates the length of time.ottstanding..

VL1.2 General

Rental fees remitted from the vendors are due at the begi ‘g of each month.. Ifthese fees are
remitted on time the trangactions are treated as mepaymeﬁs. | However, if these fees are not paid
on time, the transactions are treated as receivables.
Accounts Receivable represents amounts due to the ZSTTﬁom the vendors and Society
Members and include: | | |

e Renta]

» Subscriptions

o Interest on late payments

 Other penalties and charges
i

L
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ZOOLOGICAL SOCIETY OF TRJ.N]DAD AND TOBAGO IN C} Manual No | Supersedes Current
ACCOUNTING PROCEDURES MANUAL .
Date: Ver. 1.0

SUBJECT: ACCOUNTS RECEIVABLE

‘VL1.3 Pres entatidn

The presentation of accounts receivable in.the accounts shall be as follows: -

Wianual
Balance sheet Date;

Accounts receivable shall be presented in the balance sheet u:_fdér the heading ‘Current Assets’.

Income-and Expenditure Account .
- Income from accounts receivable sha]l'be presented in the income and expenditure acoount under

the heading ‘Revénue’

e

AP .t
[} '1-1‘-:~.'-

-Cash Flow Statement
-

- Cash flow information on aceounts receivable shall be stated i m the cash flow statement under
et

the heading ‘Changes in Operating Assets’

Changes in operating assets

S

Increase/Decrease in i

Other Assets X "

1}3 tin
e
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ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC Manual No {Supersedes-] Current
ACCOUNTNG PROCEDURES MANUAL '

I?za_te: ‘ Ver. 1.0
SUBJECT: ACCOUNTS RECEIVABLE e :

Vi2 Procedure — Proéessing Accounts Receivable

This Section provides guidelines for the processing of accounts receivable.

]

)

)

)

)

)

]

D

]

2

» VI2.1 Policy
» .
: v12.1.1 A detailed log should be maintained to record all veéndor invoices.
]

V12.1.2 A Subscription Register is to be kept and maintained showing all
financial members in any one given yearAs well as all other

category of members.

V122 General

Rental are due ona mon;thly basis. For each mionth that a paymeiit is outstanding a late payment
fenalty and in‘;erest charge must be calculated and applied to the account. On amonthly basis
Revised billings for delinquent vendors must be prepared and fozwa:ded showing the following
Breakdown: o / -

o Rental charges no%r overdue
s Late payment penalty

. Interest due

<123 Presentation

Not applicable




ZOOLOGICAL SOCIETY OF TRINIDAT) AND TOBAGOINC | Manual No | Supersedes | Current
ACCOUNTING PROCEDURES MANUAL - |

Date: Ver. 1.0
SUBJECT: ACCOUNTS RECEIVA.BLE. - : R N
V1.2.4 Procedural Respousibilities
Responsibility Activity
Accounts ... | . ¢ Conduct an analysis of the accounts recewable balance. Calculate
Officér/Clerk 1
the receivable amount. Al
. Calculate interest and other penalties.
° Forwa:d bills prepared for Rental and other charges to the
* Accountant/
| Clcrk 111 for approval.
» Send origmal bill to vendor/company.
. . .o Prepare journal vouchers.
| Accountant/Clerk a Review accounts recezvable calculanons

111
| e Check journal vouchers for completeness and accuracy. Initial

_ for entry into the general ledger. . .
» Review Invoices to ensure that they match to calculated

receivable figures.

AR}

al_:_‘t_»' v i
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PSPPI ST TIWERE S AW W s B B ) 18 a0 MAMNUAL

[_ SUBJECT: ACCOUNTS RECEIVABLE

Dante: -

— e e

Dt A N e

Ver, 1.0

. Accquntiilg Entry )

o
RN

Accpszﬂéxﬁq

Debit Acconnt #

Crslib Account
#

Ac counts |
Receivable

Rental Income

To record
Accounts
Reeeivable for
- non-payment of

.the Rental
:Income. . q

Acconnt Name

Debit Actomnt #

#

Accounts
Receivable -

Rental Interest

Income

Incoms .
Other Penalties B
aud Charges cam

“To record

Tuterest charges i
for Idte payment -
of Rental fees e
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ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC | ManualNo ™ | Supersedes | Curer

ACCOUNTING PROCEDURES MANUAL . )
Date: _ Ver. 1.0

SUBJECT: PAYROLL | o

VILI -  Procedure— Payroll Information

This Secti.gn describes the activities for updating changes to the standing payroll data.

VIL1.1 Policies -

VIL1.1.1 The personnel department maintains employees 'ﬁles for both monthly
And Daily Paid workers in which employees pay history is documented..
Any changes to the standing payroll data must be authorised in writing

by the CPO/SASC[NUGFW and subm;rtted throughthﬁ ZSTT tfa the )

B L

cs B ot

“Cui‘atdr for processmg i

VIL.1.1.2 Tfhes¢ changes are then serit to the Curator and are forwarded to the
accounts Staff for necessary action and are carried out by the
Accountant/ Clerk 111.
The_sg changes will include:

o New hires

« ' Terminations

o. Payrate changes

« Voluntary payroll deductions

s . Statutory deductions.
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b ZOOLOGICAL SOCIETY OF TRINIDAD :’LND TOBAGO INC Manual Nop -SUpBISBd&S Crrrent
ACCOUNT l—NG PROCEDURES MANUAL - 1 - ] - ’

Date: Ver., 1.0

SUBJECT: PAYROLL

‘ “VIL1.2 General
Az_zrhbrz‘saﬁon of Changes:in Payroll Data
- New hlres/termmatlons should be authonsed in Wntmg by the operating department and the

personnel depa:tment

Volitary deductions should be anthorised by the iﬂdividual employee' Pay rate ehanges should

e

J?aemorandum au;hormmg the changes to the standing payroll data should be retained in each
employee’s personne! file. The personnel department should periodically cd;npare payroll data
to the p%aﬂnel ﬁlés to ensure that all changes have been made accurately and timely and the
only authorised changes have been made.

Yi3 - Presértation

Not applicable.
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ZOOLOGICAL SOCIETY OF TRINDAD AND TOBAGO INC{ Manual No |Supersedes | Current

ACCOUNTING PROCEDURES MANUAL-

SUBJECT: PAYROLL .

Date: © Ver. 1.0

VIL1.4 Procedural Respons1b1ht1es
Responsibility | Activity : | L-.'.?":"’ ;
.} Curator e Receive memorandum ﬁ.'Om ZSTT (CPO/SASCINU GFW)
indicating changes in the standmg payroll.
» Send copy of the s1gned memorandum to the Accountant/

. Clerk 111 with the changes to update the pay records cards.
Accountanﬂ Clerk « Update each employee ia‘_ay record card with the appfoveti :
e Payroll modifications.:

o Update pay register w1th thc gp‘provéd payroll modification.

Vi ~ Procedures - Processing Payroll
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ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGQ INC Manuai No Supersedes :
ACCOUNTING PRGCEDURES MANUAL : . _

Date:
SUBJECT: PAYROLL ‘

Current

Ver. 1.0

-

Data of the ZSTT, as well as, procedures for the accounting of the payroll expenditure.
VII.2.1 Policies

VII2.1.1 Controls should be established to ensure that payroll; based on the

standing and transaction data, is accurately calculated.

. This Section refers-to the procedures to be followed during the processing of employee’s payroll

VII.2.1.2 - Once calculated the relevant payroll and deduetion expenses must be

Properly accounted for in ZSTT accounting records.

VIL.2.2 General

to a senior personnel] at ZSTT.

Employee and includes the following:

* Basic Pay

e Benefits

. Voluﬁtary payroll deductions (Medical, Personal Pension Plax)
. Statutory deductions (NIS, Health Surcharge)

¢ PAYE

- Due to the sensitive nature of the payroll process, processing of the payroll should be.restricted

Detailed payroll information is kept in the standing payroll file. Information is kept for each

Changes to the standing payroll data must be received by the Accountant/Clerk 111 onthe 15

day of cach month or the next working day after the 15% day of the month. Employees joining

60
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SUBJECT: PAYROLL

' ZOOLOGICAL SOCIETY OF TRENFDAD AND TOBAGO INC | Manual No
ACCOUNTING PROCEDURES MANUAL

Dafe:

Supersedes

Current .

Ver. 1.0

- WL e W e .wl.....:— ‘.F‘—T

standing payroll datz

several

reports.

and will be pafd by cheque. Tﬁes}e new employées’ data-will be

incorporated in the sjanding payroll data-of the fo]lowiﬁg month.

The following payroll reports are produced:

o Detail payroll

» Bank listing

1eport

o Deduction listing (both voluptary and statutory) . -

the ZSTT aﬁer the 15® day of the month will have their pay processed separately from the '

Processing of payroll involves the calculation .of each employees’ net.pay, that is{total basic pay

plus-benefits, less PAYE, voluntary and statutory déductions), as well as-the production'ef -

The reports are then verified for completeness and aceuracy. Once the rei:aorts are approved

Payroll vouchers and cheques are prepared and -sent to authorised Council Members for

. Signatures. The deductions reports are sorted and distriButed to the relevant external agencies.

Payment cheques relevant to the payroll deductions are also sent t6 these external agencies.

And finally, payslips 4z distributed to each employee at ZSTT.

V23 Presentation~-—- -
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) ACCOUNTING PROCEDURES MANUAL

 ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC | * Manual No Supersedes -}

Date.
'SUBIECT: PAYROLL

‘The presentation of payroll in the accounts shall be as folows:

Jfncomez and Expenditure Account

"Genera.l and Arlmjmmtxve Expenses’

V.24 Procedural Responsibilities for Processing of Payrolldata: ¢ ..

~Payroll expenses shall be presented inthe income and expenditure account underthe heading

11t .

]

=]

Compare control tota]s with the current period payroll totals,

&

- Submit for appmval

Responsibility Actmt‘y A B
T Accountant/Clesk | o Confirm the kst of employees actntel}f EmpIOYﬂd at the Z3TT

Ca!cu!ata the employees® net pay a_nd-f:ontm‘l-totais'(NIS, B‘IR)

Ciurstor Review payroll report fof approval

-]

]

Approve payroli and aLthonse payment




ZOOLOGICAL SOCIETY OF TRINIDAD AND-TOBAGO INC Maaual No . Supersedes. Cuﬁ‘ent _
ACCOUNTING PROCEDURES MANUAL , ' S
. Date: Ver. 1.0
SUBJECT: .PAYROLL '
F . -
S VIL24 .. Procedural Responsibilities for the“Préﬁaf'aﬁu_n of Viouchers and Chegnes
Responsibility - - | Activity .
Accountant/Clerk - - « Extract benk and deductlon reports from the list of payzoll
111 . ‘
Rﬁports

. Payment vouchers and cheques

R %

Bubmit payment vouchérs and cheques for signature.

e Extract payment totals from the summarised reports and-prepare -

e Atftached payment vgug};ggg- and chegues.to. the.respective

Payment list generated dunng the pracessing of the-payroil.

"Curator s Approve payroll by sigring payroll vouchers.

e _Forward cheques for veriﬁ_catioﬁ and. signatures.
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ZOOLOGICAL SOCIETY OF TRINIDAD ANDTOBAGOINC | Manua_rl No |Supersedes| Cu

ACCOUNTING PROCEDURES MANUAL

SUBJECT: PAYROLL

Daie:' o Ver

CVIL24 .

Pm-cedural Responsxh:htles for Sorhng and- Dzsmhutmg payro}]

Documentation.

Responsibility _

Actm‘y

Accounts
Officer/Clerk 1

Prepare payshps Cbeck payshps ~with detailed pay report.
Distribute Lbﬁques !b‘u:ll; and deduction reports to the various
extcmal ms;ututmns.‘ :

Distribute payslips '. s e

File copies of the payroll reports.. ,',

Update the general ledger. Include last month’s post peried.

adjustment and exclude this month’s past period adjusiments. |
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ZOOLOGICAL SOCIETY OF TRINIDAD "AND TOBAGOINC | - Manual No | Supersedes Current -
ACCOUNTING PROCEDURES MANUAL . ... | . -
' . o |, Date: | Ve 10
_SUBJ_ECT: CHART OF ACCOUNTS B S :
" “Zoologieal Society of Trinidad and Tobagd Inc
Chart of Accounts
Account | Account Name .Account Level | Type
Nuuber ' T oo Type . , _
11 |1 Assets "~ - ‘ . e | Asset I (General
111 | Current Assets: o 7 | Asset 2 General
1101  -§ Cash ‘ i ! Asset 13 General
11011 }PettyCash © L | Asset 14 Detail
1102 Cash in Bank ' - 77 | Asset 3 General
11021 | Checking Account | Asgset 4 Detail
1104 - - | Accounts Receivable " [Asset [ 3 General
11041 Client Receivable Module Asset 4 Detail
11042 | Allow. for Doubtful Account Asset 4 Detail
1106 Supplies Asset 3 General
11061 Supplies Module - | Asset 4 Detail
11062 | Allowance for Damage/Obsolete Agset 4 Detail
12 Fixed Assets | Asset 2 General
1201 Autos & Trucks | Asset 2 General
12011 | Auto— Original Value .| Asset 4 { Detail
12012 | Accumulated Depreciation — Autos: “Asset 4 } Detail
1202 Furniture and Fixtures Asset 3 1 General
12021 | Furniture and Fixtures — Original Value Asset "4 Detail
12022 | Accumulated Depreciation — Furniture | Asset 14 Detail
1203 . - | Buildings and Grounds . . | Asset 3 General
12031 | Buildings— Original Value T Asset 7 Detail
12032 - | Accummlated Depreciation — Buildings | Asset 4 Detail
1204 . | Office Equipment .. | Asset 13 General
12041 | Office Equipment — Original Value . ] Asset 4 Detail
12042 | Accummlated Deprccmtlon Qffice EcLuxgment ;‘“ | Asset 4- | Detail
1205 Other Assets - i Asset 3 . General
12051~  |-Other Assets— Original Value | -Assét 4 Detail
12052 | Accumnulated-Depreciation— Other Assets - | Assel : . 14 Detail
13 Defer:ed Assets .. | Asset . 2 General
f2 Liabilities- . "I Liability |1 General
21 .Short Term Liabilities - o) Liability [ 2. General |
2101 |- Accounts Payable | Liability. 13 .. ) General
-{ 21011 - | Acconmts’Payable — Vendor .. . - . | Liability 14 . ..|Detail |
2102 - T Notes Payable ' . | Liability. | 3. Detail
2703 - - - | Payroll Liabilities .| Liability |3 . .. Geperal
21031 © |PAYETaxes | Liability |4 Detail
21032 | NIS.Payable |Lubility [4 . [Detal |
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ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC Mamlal NO

Sﬁpersed‘e's

Current

ACCOUNTING PROCEDURES MANUAL
. Dat'e: Ver i.¢
SUBJECT: CHART OF ACCOUNTS '
21033 | Heglth Surcharge - .| Liability {4 - Detail -
2104 | Taxes Payable Liability {3 - General
21042, . | VAT Payable Liability | 4 | Detail
3 - Capital — Net Worth Capital |1 General
31 Capital Inyestment Capital {2. General
3101 Invested Capital - Capital {3 Detail
32 Retained Earfings Capital |2 General
33 | Current Earpings Capital |2 Detail
. : Revenues = Revepue | 1 Geseral
] .| Receipts Revenue | 2 General
11 Government Subvention Revenueé [3 Detail
bi2 _Other Income i Revenue |3 General
g21 Rental Revenue | 4 Detail
(Gate Receipts Revemie |4 General
21 Gate Receipts — Adulis Revemie: {5 Detail -
22 Gate Receipts ~ Children Revenue | 5 Detail
3 Sales Revenite | 4 Detail
Subseriptions Revenue |} 4 Detail
Donations 'Revenue |4 -Detail
Financial Income Revenue |2 General
Finance Charges Revenue . 3 Detail
Purchase Discount Revenue | 3 Detail
Sales Discount Taken Revenue {3 Detail
Other Income Revenue ' | 2 . { General
Gajn on sale of Asset 1.Revenue {3 Detail
Total Expenses Bxpense |1 . General
Special Client Expense Expense |2 - General
General and Administrative Expenses Expense |2 General
Personnel Expenditure Expense |3 General
(Qeneral Administration Expense {4 |- General
Salaries and Cola Expense {5 - Detail
Wages and Cola Expense |5 7. Detail
Oveitime Expense {51 . Detail”
| National Jnsurance Expense |51 Detai]
Vacant Posts — Salaries and Cola - Eipense |5 - 7 Detail
Health Plan ~ Daily Paid Workers Expense {5 - Detail
— | Increased Salaries for Public Servants Bxpense |5 ./ Detail
_...—?.2'9_5_"2‘111&-1)&11)1 Paid Workers ' { Experse {547 . | Detail
€00DS AND SERVICES | Bxpense 13, | General
Gencral Administration Trperse |4 - | Geperal .|
Travelliog | Expense |5 Detail
Uniforms _ 2

w




ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC

Manual No

t Supersedes | Current
ACCOUNTING PROCEDURES MANUAL N . o
1 Date: Ver. 1.0
SUBJECT: CHART OF ACCOUNTS L
"1 5202104 .| Electricity- | Expense ‘| 5 Detail
#1.5202105. | Telephone—: . . * | Expense |5 Detail
" .[ 5202106 . | Waterand Sewerage Rates . . | Expense {5. . .{Detal
- 15202110.. |:Office Stationary and Supphes : .. | Expense. | 5- Delail
-1 5202111.. L Books and.Periodicals | Expense |5 Detail
' '5202112 . | Materials and Supplies | Expense |5 - Detail
.1 5202113.... -Ujkeé'p of Vehicles .| Expense. | 5 Detail
15202114 _. Repan-stoVehmles -+ Expense 135 Detail
15202115 . .| Repairs/Maintenance — Buildings &Eqmpmcnt’v‘  Expense .5 Detail |~
L1 5202116 . LConsultmgiContracted Semces %) Expense | 5 Detail
: 15202117 . | Fraining ... """!*:‘.Expense 15 Detail
15202118 * { Expenses. ;1 Expénse |3 Detail
5202123.. | Fees. ‘| Expense’ | 5 Detail
5202127 . .[ Overseas Travel -] Expense |5 Detail
1-5202157.. | Postage .. =1 Expense |5 Detail
5202161 .{ Insurance. . | Expense {5 Detail
5202162 . | Promotions, Publicity and Printing 2~ | Expense |35 Detail
'1 5202179 .. .| Transport and Freight ~1Expense |5 Detail
1.5203 -Depreciation -] Expense | 3 | General
52031 Auto and Trucks Deprecmnon .2 Bkpense {4 Detail
52032 | Fumiture and Fixtures Depreciation ".~:| Expense |4 Detail
52033 . . | Buildings and Grounds Depreciation 7| Expense | 4 | Detail
52035 Office Equipment Depreciation’ * | Expense | 4 | Detail
52036 . .| Other Assets Depreciation Expense | 4 Detail
|53 . | Financial Expenses Expense |2 General
'5301 Credit Card Dlscouni | Expense | 3 Detail
5302. .| Inferest { Bipense - | 3 Detail
5303 . . | Bank Charges |.Expense. {3 Detail
.1.5305 . ...} LossonSale of Assets 1 Bxpense |3 Detail
- 16 . .. . |Svspense "} Other Dr. | 1 Detail
7L Vaf Account | Other Cr (1 General
4701 . .. |'Vat Received Sl OtferCr |2 Detail
4702 . . ..} VatPaid. . "1 Otfer Cr [2 "} Detail
.. 1703 . |VatonImperts .. - “]'Other Cr .2 ' Detail
- 1D.. .... |JoumalDifference. - - {Other Dr 1 Detail
; ' ‘ - - ki
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ZOOLOGICAL SOCIETY OF TRINIDAD AND TOBAGO INC

FINANCIAL REGULATIONS

REVISED EDITION - #3




Zoological Society of Trinidad and Tﬁ-iaago Ine. -

- Financial Regulationjs‘;f—_ .

1) REGULATIONS ' : : '
T (a) These Regulations are hereby made by the goyemmg Council of the Zoological
Society of Trinidad and Tobage Inc., for the pfoper accaunting and disbursement

of funds in accordance with ordmance #12 of: I952 Chapters 3 (1) and (2) and

Chapters 4 (a) and (b).

'J:l H

l
(b) Where prov:.smns for expenditure are nﬁt"speéxﬁcally made. The Financial

Regulations under the Exchequer and Audrt Act Chapter 69:01 is deemed to
. app]y S

2) FINANCIALYEAR
. The Financial Year for the purpose of accou.ntmg shall be 1% October to 30®

September. Financial Reports therefore are to be: prepared in accordance with the -

above penod 7
) i1
| _ s
3) DRAFI‘ ES’IIMATES UAD
The Draft Estimates of Revenue and E}qaendzture of the Society is to be prepared
before the commencement of the financial year and subpmitted to the Council for approval
before subr;nssmn to the appropriate Minister for app&‘ovél and- that of the Minister of

 Finance,

4) RECE]PT OF CASH '
a) All cash received from gate receipts, subscnphon, donations, Government
Subventions, etc., or from any other source #re to be duly entered into a
" Remittance Register so provided, and is to be c]iecked and balanced on a daily
basis bythe Clerk 111 .

b DﬂpOSItS are to be made weekly to the appropnarte bank account from the cash so
I'CCGI'VCd and the appropriate éntry made inthe Cash Book.

e |t

c) All payments similarly are to be entered into thé :;j?;iropnate column of the Cash

Book_I

d) The Cash Book is to be ba‘lai;i_ccgl daily and elosed off on -a monthly basis. The
. CashBook is to be checked and initialled ménthily by the Curator or his assistant.



¢) Bani Reconciliation Statement : -
A Bank Reconciliation Statement is to be drawn up at the end of every month

showmg the following:-

-

|’ Bank Baldnce asat 30xx - _
- - 1Less - List of cheques issued but not presented : o
" LAdd - List of cheques received but not drawn
.| Less Bank Commission
" | AddBank Interest
. | Baok balance as per Cash Book

ea|er|ealéeloatoal

v .
. -

5) PETTY CASH . ’
a) Imprést Cash in the sum of $500. 00 is to be held for the payment of miscellaneous

expenses.
b) The Cletk-111 is the helder of the Imprcst Cash and is the person reSponslblc for

its proper disbursement and accounting in the-book so provided.
¢)- The Petty Cash Book should be checked on & monthly basis by the Curator or his
Assistant to ensure all transactions are properly authorised and recorded and Cash
is accounted for. The Checking Officer must attest to this fact in the Cash Book.
d) Sub'Vouchers are t0 be passed for payment through the appropriate vote and Te-
lmbursement by way of cheque is to be made onoé per month. .

6) EXPENDITURE - GOODS AND SERVICES
Expendm:rre for Goods and Services required shall be in agcordance with rules laid down’

as follows:-

A,

a) Purchases and Services of any one item costmz Il:l excess of $500 00, but not more

than $2,500.00.
Quotations should be -obtained ﬁ-om not less than three (3) suppliers where practicable

and listed on the “Application for Local Purchases™ in order of cost - the lowest
quotation being listed first -- and submitted to the ‘Curator or Assistant for approval
After approval is given the blue ‘copy (duplicate)'is to be filed away for audit
- ‘purposes, and the original is later attached to the accouiit when it is being submitted

for payment.

b) Purchases and Services of any one item costing in excess of $2.500.00

Such transactions will require the prior Wntten approval of thc Councﬂ, and the
followmg will apply:-

s:) Where an item is available fiom one sowce only ie. the supplier of a
‘particular type of equipment or vehicle. A- written. quotation should be -
obtained from the firm showing cost, avaﬂabﬂrty, validity. period of quoted
_cost, delivery or estimated complétion period or. any othet pertment data. The
- ‘Guzator or Assistant Curator will advise the Ccmncﬂ that this ftem is available

from this supplier only, before approval is gwen_




b)Where an item is available from more than orie source

1.

- be rendered.

The quotation should ¢ontairi mformatlon on cost
availability, validity petiod of quoted cost, delivery or’
estimated completion period, or any other pertinent data
to enable the most competitive offer to be considered.
If the lowest offer is not recowmended reasons for so
doing should be stated. :
The quétation, together w1th a recommendat:on for the
purchase/service. shouId be submiitted to the Council for™
consideration and approval An indication of the
availability of fiinds shonld be given and the ftem of
. ‘ expenditure to be deblfed‘ should be stated.
":.‘. fj‘r
€) No contracts either written or oral are to be undertaken without the prior approval of
the Councxl. This mcludes all works under the Develdpment Programme.

a) Al commltments relating to the issue-of Invoice Orders must be recorded in the Vote

Book i in order to have effective control on expendlm‘re and to ensure that all payments
are mf:t when they fall due.

9_1 Not w:thstandmg the above, the list of contracts for ods and services approved by
" the Central Government may be used wherever rele‘tra.n‘t

l*"--

7) RECEIP'I‘ OF STORES T

“a) On receipt of stores, items are to be checked agmnst supply notes and Invoices
(to ascertain that the goods received are correct: “All dlscrcpancms are to be
brought to the attention of the Curator or his Assistant.

) |All documentation must be safely stored and faﬁﬂﬁaie easy retrieval by
. authonsed personnel only.

PR )

* 8) BOARDS OF SU‘RVEY ‘ B
- a) .i All materials, plant, equipment etc., that has reache the end of its useful life

 are only to be disposed of on the recommendanon of a Board of Survey.

b) . A list of all such equipment is to be forwardé& on the appropriate form to the
. Council for determination from time to time*

c) Appropnate accounting action is to be taken | on t'heu; disposal.

9) AUDIT
.@) Final Accouuts are to be preparcd at the end of eacla ﬁnancml year and
©, submitted for Andit to the Auditors so appointed,
.b) | These Audited Accounts are o be presented at the A.mmal General Meeting
) * of the Society each year.
@ C

: In addition, the accounts of the Soclety are to bé Submltted tothe
‘ appropriate Minister in'accordance with Sactlon.40lp) and (2) of the
. Bxcheaquer and Audit Act, Chapter-69: 0L 5
i
R

Written quotations should be obtained from at least three
(3) suppliers of the- 1tem(s) to be purchased Or service to
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Zoelogical Society of Trintdar dnd Tobago (ncorporoted) o T o, 12 of 1052] _

. ' No. 12 of 1052 S ) .-._ —APP.EN[}D{ v
ZOOLOGICAL SOCIETY OF TRINIDAD AND TO BAGO i ‘
(INCORPORATION] N .

AN DRDI.NA-I\H;E FOR THE INCDHPDRATID’N OF CERTAIN PERSONS AS
" TRUSTEES OF THE ZODLOGICAL SOCIETY OF TRINIDAD AND TOBAGO

5™ april, 19527 . st Commensament
WHEREAS theré has been established In the Colony a Society known as tha Zou]ogmal SQCIety crf
Trinldad and Tobage (hersin called “the Society): |
And wherzas Edward Walllam Leach, Harry Vincent Mercar Metivier ard. Ralph Uoyd Gwatkln, ail
of the City of Port-ofSpaln, have been appointed Presidert, Senior Vice-Presidént and Treasurer

respecﬁuﬁv of the Sodety: . -
ot pon —rom e wir s o *rk_#smw,hshﬂhﬂeﬁh*ﬁ” Sl *’7-2»:-'_'.‘-:":;55' S %m—m‘n r",‘@g‘ S

T ST
T+ And whersss hywa Fesolutibn of the Society, passed on thé 27% hiné 1951, Hwas resalvad that the

said Edward Leach, Harry Vincent Mercer Methvier and Ralph L‘pyq Gwztkin and their
‘Successors i office be Incorporated as Trustees of the Soclety uiddd “the neme of the

Ineorporated Trustees; of the Zoolegical Sodlety of Trinidad and Tobege with powert:v hold lands
and otherpropertyindrust fortheSociety:
Ba it enacted hy-the Gaverrior of § Trinldad and Tokago with the advice of the(Legzslatlv: Council
thergof asfollows:~ .

1. This Opdinange may be clied ag the Zoolug'u:a] Soclety of Tnn?dad and Tohagn

[Fncor-pora'tmn) Ordinance, 1952,

-

i

Ermctnant

Shorttitle

“he safd Edward Willless Leach; President, Harry Vincent Mercer Meﬂ\ﬂer, Senlor Vice- Ixomportionsf [ -
Trusteis
. 3

)
) 2.
' Presitient, and-Ralph-tloyd:Gwsitkin, Treasuren and théir subtessors in office shall be and
. are herby created a-bedy-corporate by the name of the Incorporgted, Trustzes of the
) Zoological Soclety of Teinfdad and Tobago (hereinafter called *the Incorporated
Trusiges”), and by that name shall have perpetual succasslon and shaill and may sue and
] ‘besued in all mwﬁ.nfj;mus in.tha.Caleny and shail have and se's cormmon seal with
pcwerfrum time to Himeto changa suchrseal provided that no suchichange shall be made, -
) except by @ resclutlen of the members at any Annual or Exrraordina,ry mesting of the
)
}

Sodety. so Incorporated (kepeinafter referred to as "the Soclery”) « fehan
3, {(1)The Incorporeted Trustees shall, subject to the rules, regulatiuns and conrol of the
Souiety, kave full power to acguire by purchase, transfer, donation, exchange, devise,  eopomtios
bequast, Erant, gift, conveyance or otherwise, any res! or parsonal propeﬂ.y in the Colony

" of any estate Intarest thereln.

) .

{2)The Incorporatad Trusteas shall, subject to the rulas, regulations and control aforesakd
‘shd to any regtraint, resarvations or condilon contalned In the documert under which
thiy shall have acquired title therets, be entified to sell, mortgage, lease or otherwise
dispose of and deal with-all property which may for the-time being fb’e"\:ésnzd In or.kave

beeraequired-by thern.
4, T'he chjects.ofthe Sodigty shalibe- - -~ g
* (a) the ﬁamdlgg and opemtion of 2 anlqg:cal Park ln % Colony me a ﬂﬁm
i eollectionrafits fauna, and-the ntroduction | u:ch;a ﬁqmbw of new
o rieusobjects of the animat kingdgm, .
fapgaeaiais duinrembrtof Zocibgyand .{émrral Physialogy, and sthqgl lge lawdd Tor the

lﬂcnrpomaed Trustges td o all acts =nd things induding the rising of funds for

Nt pmposenf car:y[ng.oat‘tha s=id chjecis orany of thaim. o

Hoﬂalng in this O.n:ﬁaanpe shall.affect or be deemed to affect rights of BE“ Majesty, Her  sauing ofrghns

Helrs or Successors or of any-bodies:politic of corporate or any other persons except such
as.are meentionad or referred to ir this Ordinance and those dafming by, through, from or

undenhem o e e .o . . . Coe .

ey







