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LEGAL NOTICE No. 183 

REPUBLIC OF TRINIDAD AND TOBAGo 

THE TOBAGO HOUSE OF ASSEMBIlY ACT, CHAP. 25:03 i' 

'FINANCIAL RULES 
, , ' , 
1 , '" ; ,\ , ., 

MAnE UNDER SECTION 32( 1)(1) OF THE T9BAGO HOUSE OF Af;,SEMBLY A,CT, , 
wrrH THE APPROVAL OF THE PRESIDENT 

THE TOBAGO HOUSE OF ASSEMBLY: 
FINANCIAL RlfLES, 1990 

1. These Rules may be cited as th'e Tobago House of AssetnblyCitation 
Financial Rules, 1990. 

pART I 

, 'PRELIMINARY 

2. In these Rules-

\ , ! 

"Interpre-
tation 

as 
"Act" means the Tobago House of Assembly Act;, ' 
"Assembly" means the Tobago House 'of Assembly 

, established under section 3 9f the Act; 
"Chairman" meahs 'the Chairman of the Tobago Hoqseof 

Assembly; 
"Clerk" means the Clerk of the Tobago H()us,e of Asserp.bly; 
"Director of Finari'ce" inEmns the Director of FiiHlnce of the 

, Tobago,Hous'e of Assembiy; "i' " 

"division" means a division of the 
"Finance and Genel.'al' Purposes! Committee" "iUeans the 

committee so constituted under section 88 of,the Act; 
"Minister" means the Minister to 'whom responsibility for 

the administration of Tobago is assigned." it 
, ' ' , , i! .: 

PART II 

CONTROL AND MANAGEMENT OF THE ASSEMBLY'S FINANCES 

3. The Assembly shall have the responsibility for the Tobago !tesponsi-. . bility for 
House of Assembly, Fund as establIshed sec,tlOn ' 4 q .of the Act fund and 
and the supervision" ,and ,of all, matter/) relating to the , 
financial affairs of A-ssem bly f" ' ':' " ! ' , matters 
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4. The Assembly may delegate its responsibility or any aspect 
thereof to the Chairman or to any member of the Assembly or to the 
Clerk, as the Assembly thinks fit. 

5. The Director of Finance shall be .the Assembly's adviser on 
accounting matters and he shall report to the Clerk and be responsible 
for maintaining the Assembly's financial records as well as records of 
income and expenditure and shall carry out such other duties as are 
from time' to time assigned to him by the Clerk. 

6. All persons concerned in the collection, receipt, custody and 
payment or issue of public stamps, securities or other 
property of the Assembly shall6bey all such instructions as they may 
from time to time receive from the Clerk in respect of the Assembly's 

stores, stamps, securities and other Assembly property and 
shall account for the same. 

Inspection of 7. The Clerk or an officer, ()f the Assembly authorised by him 
of shall be entitled to inspect all offices and have access to official books, 

Assembly documents, and other records be necessary for the exercise 
of the powers and duties of the Assembly under the Act and the Rules 

. and Standing Orders made thereunder. 

Inspection of' 
accounts 

Clerk to 
superin tend 
expenditure 
of Assembly 

Irregularity 
to be 
reported 

8. The' Clerk shalf to be. made of the 
accounts of his subordinat(ls and,the v:;u:lous diyis,qns the Assembly 
and ensure that there are other independent and effective checks of the 
cash balance in the any officer." , " ,i' ' .. , 

" 9. The Clerk shall, so, superintend the expendihue of the 
Assembly's' monies as to ensure that proper accounting for such 
expenditure is given to through the member of the 
Assembly with responsibility for Finance. 

10.The Clerk shall immediately inform the Chairman and the 
member of the, Assembly with responsibility for ,Finance of any 
irregularity connected with the Assembly's accounts that may have 
been discovered. 

PART III 

ACCOUNTING OFFICER 

Clerk as .. ", i." 11.(1) The Accouhting OffiCerdfthe Assembly shall be the Clerk 
shall perforfu'dutles'heieinafterspecified such duties :as ate 

, from time to time assigned to him by theAssembly. " 
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(2) In .the performance of his duties the Clerk may delegate 
such functions he fit to the Director of Finance. ' :1'· .' , ' \' ," ' , \ \, ' ' 1 
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12. The Clerk as ACcdunting Officer shall be responsible for- Functions 

(a) ensuring that a proper system of accounting as prescribed as 

Ij; 

by the Assembly is established and maintained; Accounting 
(b ) exercising supervision' over the receipt of the Assembly's Officer 

revenue, and ensuring its punctual collection and bringing 
up promptly to account under the proper heads and 

whether as revenue or other'ireceipts, all 
monies 'for which he is accountable; 

"(c) making proper provision for the 'safekeeping of public 
monies, securities, stamps, stamp-dies, revenue receipts, 
licences and other such things; 

(d) ensuring that all cash and statnpsin his. charge are 
checked and the amounts verified'with the balance shown 
in the cash bookand stampregister; ',; 

(e) ensuring that the officer responsible for cash and stamps 
promptly brings to account as a receipt any cash or 
stamps found in excess of the balance 'shown in the cash 
book or stamp register and makes good any deficiency in 
cash or stamps for which he is responsible; 

(f) ensuring that no payment is made which is not covered 
by proper authority; 

(g) passing of vouchers for payment and the, obtaining of 
grants of credit on the ,Assembly: accpunts and the 
preparation of cheques for payment of such vouchers; 

(h) ensuring that all disbursements of the Assembly are 
charged in the accounts under the proper heads and sub-
heads of the estimates or other approved classifications; 

(i) ensuring that the maximum impress authorised by the 
Assembly is not exceeded without the prior approval 
of the Assembly; , 

(j) exercising. strict. supervision over all officers under his 
authority' with the receipt and expenditure of 
p}lblic, monies, ,to take precautions, by .the main-
tenanye of efficient checks, against negligence and fraud; 

(k) seeing that ali bopl,<s are correctly posted and kept 
up-to-date and that such financial' statements as are 
required, by ,these, .Rules are promptly prepared; 

(I) reporting to the Assembly any apparent defect in the 
procedure of revenue collecting or any apparent waste or 

expenditure which comes to his notice; 
(m) submitting to' the Ministry of Finance, the Auditor 

General and, tl)e Assem.bly's bankers, the as well as 
the specimen signatures of persons authorised by him to 
sign cheques; " . 
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(n) making adequate security arrangements for the safe 
custody of stocks of unused cheque forms; 

(0) producing all books of accounts, records, paid cheques 
or .vouchers. in his charge when required, by the Assembly 

. ,or, the Auditor General or their duly. authorised officers, 
i. : and replying, prom ptly. and fully to. l:\ny . queriel' addressed 
,," : by them to him. 

13.,(1).If the Clerk as Accounting Offiperdisagrees with the 
Assembly upon a, matter of importance affecting the financial 
administration of the Funds, he shall put his objections in 
writing and place on record, his disagreement with. the Assembly's 
decision. 

(2)If the Assembly adheres to its decision the Clerk as 
Accounting ·Officer shall accept it and act thereon but only on the 
written instructions of the .Chairman making reference to such ruling if 
need be ,to defend his actions.., , 

(3) Copies of objections made in accordance with subrule (1) 
and' of the ,Chairman's instructions shall be made available to the 
Auditor Genera!'.' . 

14. The Clerk as Accounting Officer shall be answerable to the 
Public Accounts'Committeefor the formal regularity and propriety 
of of all expenditure out of the votes for which he is 
responsible: 

; ! 
pART IV 

ACCOUNTS 

1,5. (1) No erasures shall be made on 

(2) Any necessary corrections of figures or words on vouchers 
shall be made . by I'triking out the incorrect figures or words with a 

single line and writing the correct entry above. 

(3)' An corrections op vouchers 'shall be initialled by the 
o'fficer. 

"16. (1) No eraSures shall be made on'the 
r ' i,\ ,',' i ,. \', ' , 

, ,(2) Any corrections offigtires or words on cheques 
ishall be made by 'striking out theiricbrreCtfigures and words with a 
single line and writing the correct entries above. 
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(3) An corrections shall be initialled by the certifying officer, 

'i' 17. The.'greatest possible care shall betaken in the (selection of Selection of 
officers to officers whose duties involve the handling of cash, handle cash 

i' 

'" PART V 

REVENUE AND EXPENDITURE 

18. (1) The receiver of revenue of the AssEm1bly shail be the Estimates 
of revenue 

Clerk, " .... ,.... . " '. ' 
. ", (2) The' Clerk as of the deadline 

date 'stipulated eadl year, su'bmit to the Assembly ob. a' fonriapproved 
by, the'Assem bly f<;>r the' purpose', estimates sums .. pi 
which it is will be th'e 
following year together with respect' of the current 
year. 

(3) Revenue estimates shall be based on existing legislation 
and, such instructions as'may from time to time be issued by the 
Minister of Finance and the, Assem bly, and. shall: not new 
legislation or instructions, 

, ,to the nearest dollar and be as 
accurate as possible and shall be based on the latest current information 
of ,actual c,Qllections and likely trenp,s including: for any 
marked difference between- , ' , . .' , , , " , , J • I : I'; >, 

(a) the original and revised staternent for, the current year; 
(b), the reytsed, estimate for. and the 

estill1ate for:the follQwin,g Year, 
, j , "I , 

(5) The Clerk shall review the estimates of revenue for the 
curret;It, the fqll<;>wing year at tl;1e end of ,SeptelUber in each 
year, 8,I;J,cl where changes a,ppear to necessary sh!lll,inform the member 
of the Assemb\y t? 
such information a detailed explanation withP,fopose,d, ":;" i 

19. (1) The Clerk shall submit annually to the Assembly for its Estimat,es of 
. 1 . t" t ' f ·th d't h' h h' . 'd ' 'II b expendlturl' approva es Ima es' 0 .: e expen 1 ure .w Ie . : e conSI ersWl e.""" 
incurred by the divisions during the following year arid estimates of '" , 
income that is likely ,to be received in accordance With 'relevant' direc-
tives of the Ministry of Finance and the Assembly, 
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(2) The Clerk shall carefully scrutinize aU items of expen-
diture to ensure-

(a) that services which are no longer essential are elimi-
nated; 

(b) that all necessary servIces are provided at the lowest 
cost possible; 

(c) that Assembly Funds are spent to the best advantage; 
(d) that all Assembly decisions which affect the estimates 

are incorporated in their draft estimates before con-
sideration by the Finance and General Purposes 
Committee. 

(3) Sub-heads shall not contain a mixture of recurrent and 
expenditure. 

(4) In order to enable the Clerk to prepare his annual 
estimates the Head of a division shall prov;ide the Clerk with such infpr-
mati<;>ri' or such further as' he may require in such form 
and in such' a time' as the Clerkina.Y require projecti()ris and 
r6teeas1i of expenditure and income in the followi.ng yea.r. ' 

20. (1) The Head of a division shall be responsible for-
(a) restricting expen.diture to the amounts approved by 

the Assembly for each division .for, the financial year; 
',. i(b )resttlcting expenditure to the amounts approved, for 

individual projects; 
(c) 
'j , 

(d) 

flnsuring the receipt of income for which he is respon-
sible and the prompt cbllechoriof money due to the 
Assembly;' ' 
providing 'the Clerk with' explanations of variation 
from the approved amounts Of income and 
'tureand related performance; and 

(e) providing i the Clerk with any further i analysis of 
expenditure and income that maybe required for the 
purposes of maintaining the Assembly's c,entral records. 

, , 

(2) Heads of divisions shall every quarter review all expendi-
ture incurred and Hkely to' be incurred and income received and likely 
to be received and shall bring any likely excesse¢ Or likely shortfalls 
to the attention of the Clerk, ' , , 

Orders for 21. Heads of. divisions shall be responsible for all orders issued 
works, goods f th' d' , , f 'k' d . , d f 'th t and services ,rom err IVISlons or ,wor ,goo sana servwesan or ensurmg, a 

the :costs incurred are in accordance with the, approved estimates .for 
the financial year, 
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,22. (1 ) The Clerk shall direct the DireCtor of Finance t.ddevise Payment 
systems and procedures for the prompt payment of bills submitted ,to of bills 
the Assembly and for ensuring that all legitimate claims on the Assem-
bly are promptly settled; 

(2) The Director of Finance shall also be responsible for 
pursuing the settlementof'aU debts due and owing to th'E'{ Assembly and 
the 'Clerk shall report periodically to the member Of the ASsembly with 
responsibility for 'Finance' 'on debts due to the Assembly which in his 
opinion are long overdue. 

23. (1) Heads 6f divisions shall provide the Clerk with such in- Staff records 
formation and in such form as he may require to enable him to 
culate' and pay the salaries of the Assembly's salaried'staff and to 
tain appropriate financial records; , ., . 

(2) Heads of diVisions 'shall make arrangements for the cal-
culation and payment of wages of their staff in a manner approved by 
the Director of Finance. 

" (,' 

(3) Heads of divisions shall maintain' and provide such 
records in such a form as may be required to facilitate the computation 
and payment of superannuation benefits. ' 

24. (1) All arrangements for opening bank accounts and for the Banking 
banking' ahd withdrawal of I morlies . shall be made by the Clerk after arrangements 
consultation with the Chairman' and the member of the Assembly with 
respohsibility for Finance. ' .. 

(2) Under no circumstances shall private money or 
postal orders casher thrQp.gh 

25. '(1) authority to incur Contracts 
expenditure on works to be ,carried out by contract or direct labour, 
shall state the size pro\iision included in the. tender 

or the estimate of cost. '. .. 

(2) Heads of divisions may order variations which are essential 
for the completion Of contracts or direct labour works and minor 
variations of an optional' nature provided that the contract sum 01' 
estimated east of ditect'labolu: work, together with any additional 
expenditure allowed, shall not be exceeded. 

(3) No major variation shall be made in an approved scheme 
without the prior approval of the Assembly. '. 
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of:divisionsshall pe,responsible for sale custody 
and, control. of! by tl}eir, d1visionsand ,shall that ,the 
stocks held at any i one i. r.eflect consumption needs, and do not 
exceed the minimum level necessary to service· the appropriate 
operations. 

',! ! 

. . (2) re<,:Ol;ds are kePt, t4eDirector of Finance 
shall updertakestpck phecks. at 1:\11 stores at least once in each financial 
Yeal,' ,in. aceord@pe .:with, 1:\ progranrtlleapprOVed by the i qerk,; .and. the 
Director of Finance shall also make surprise visits. '." i,·, 

. ( 3) For' every stocktaking; a list s.ha11 1m prepro;ed of the 
,i 'stock checked, indicating discrepancies with the stock records, and each 

'list s\1aH be. accorl1panied by a certificate from the He/ld of ,a Pivision 
that the stock shown in the list is held. , i 

. (4) A copy of the list .shall b.e forwarded, to the, Clerk for 
notificatio.nto the Assembly. 

(5) Where any discrepancy occurs in a division the Head of 
that division in. conjunction. with· the Director .of Finance shall decide 
on the course pf action necessary to deal with such discrepancy and 
such proposed action shall be reported.tothe,Assembly by the Clerk 
together with his recommendations. 

,. .' (6) of divisions; provide the, such 
information as 4e, m,ay r,egllrding, the V;llUei of sto<,:k-poldings 
at the end of each financial year and a certificatestatil).g,whether.the 
stock is in good condition and whether it is necessary and suitable for 
the requirements of the department. 

(7) The Director of Finance shall with the authority of the 
Clerk arrange for the disposal of surplus stores where the value of the 
'article does 'not one thousand 'dollars and where the value of 
the article exceeds one thousand dollars, the authority ofthe Assembly 
shall first be bbtaihed before dispdsal arid 8uchdisposal shall be done 
in the manner prescribed by the Assembly. 

Writing off ! 27. Subject to the. keeping .of records in a form approved by the 
Asser.nbly the Cle,rk may, with the approval of the Asser:nqly, write-off 
losses in resPect. of any: one item.in respect of..,.-

(aJ monies due to the Assembly that have become irre-
coverable; 

(b) the loss to the Assembly when property belonging to 
the Assembly has been lost, stolen damaged or destroy-
ed and the loss is not recoverable from .insurance or 
other sources; or 
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(c) the loss to the Assembly on. the disposal of damaged, 
obsolete or redundant stock at prices less than the 
book value at the time of disposal. 
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28. ,( 1) He.ads pf notify the Clerk ,of all risks and Insurance 

assets except or nature tqbe defined.qy the Director of 
Finance as not meriting specific insurance cover, indicating their cost 
or value, and of any material cpanges in these risks or &ssets, and the 
Director of Finance shall make arrangements for insurance cover as 
appropriate. ' 

(2) Heads of divisions shall notify the Clerk immediately 
after any fire or other event which may give rise to a charge on the 
insurance fund 01' a claim under an insurance policy , and shall supply 
him as soon as possible with any estimates and' other information 
required for the settlement of claim, and in cases of marine and motor 
accidents such notice or estimate'shall also be given to the 1,egal Officer 
of the Assem bly. ' 

\ . I; , ' . 'l \ (" '" ' I ;' :' \ 

29. (1) The Clerk shall cause to be' investigated every shortage in . 
" '. .. .•.• . lrregulantles and loss of Assembly Funds and shall forward a comprehensIve report 

of the investigation with recommendation to the Assembly as soon as 
possible after the investigation is complete. 

, (2). An officer who discovers &ny shortagein 01' loss of Assembly 
monies shall make, an immediate report, to the Clerk who shall immedi-
ately notify. the Chairman and the member. of the Assembly with 
responsiblilty for Finance. 

(3) Th'eClerk shall then inform the Auditor General and give 
immediate instructions regarding the initial accounting entries to be 
:made. ':'. . . 

(4) The Chairman,' the the 
Assembly with responsibility for Finance, may direct the Clerk to report 
the shortage 01' loss to the Police. 

'; ,; , 

(5) Whether criminal proceedings are instituted 01,' not the 
Assembly may seek the advice of the Legal Offiy8r on the of 
civil.proceedings in the matter. ." .. . . 

" ,PA,RT VI 

ASSEMBL Y FUND 

'30. The Clerk shall' calIse to be opened and' maintained at such Accounts to 
be kept 

bank 01' banks as the Assembly determines-' 
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(a) an account to be known as "the Tobago House of 
Assembly Fund Account"; 

(b) an account to be known as "the Tobago House of 
Assembly Contingencies Account"; and 

(c) one or more accounts each to be known as "the Tobago 
House of Assembly Operations Account". 

·31. (1) The Clerk shall cause to be paid into the Fund Aecount-

(a) all monies received by the Assembly under section 45(1) 
of the Act for the credit of the Fund; and 

(b) any interest earned on monies, placed pn 
deposit,pr any profits frpm any investment pursuant to 
rule 35. ; 

(2) Subject to rule 35, monies. shall not be withqrawn from 
the Fund Account other that-

(a) for transfer to an Operations accordance 
with a warrant issued under rule 32; or 

,,,', "'I 

(b) for transfer to the Contingenciep in accordance 
with a warrant issued under.rule 34. 

32. (l)TheChairman may, bya warrant signed byhim,authorize 
the Clerk to cause to be transferred from the Fund Account to, any 
Operations Account, monies not exceeding an amount specified in the 
warrant. 

(2), A warrant shall not be issued .other (than in accordance 
with the final estimates. 

(3) All warrants issued in accordance with this rule shall 
carry the name of the spending division in the Schedule thereto and 
such warrants shall be retired at the end of each financial year. ; " , , 

33. (1) When monies are transferred to an operations account in 
ac'cordance with a warrant issued under rule 32, the accounting records 
of • tne Assembly shall show the amount of monies specified in. the 
warrant to be trar;sferred, the division empowered to spend such monies 
and the purpose so specified for which the monies are to be used. 

(2) Subject to rule 35, monies shall not be withdrawn from an 
operations account-

(a) other than for a purpose for which monies have, under 
a. warrant issued under ru,le 32, beel1 transferred to that 
operations account; or 
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(b) 
;' 1 ",' ' ,I in excess of the amount transferred to that operations 

account for that purpose, and every withdrawal shall 
be made by cheque signed by a person authorised by 
the Clerk to withdraw monies for that purpose. 
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34. (1) Subject to subrule (2), where the expenditure of the " . . Cles Account Assembly for any fmancIal year IS less than the amount shown m the 
final estimates, theCharrman may, with the approval of the Finance and 

Purposes Committee, by warrant signed by him, authorize the 
transfer of all or any of the surplus to the Contingencies Account. 

(2) The amount standing to the credit of the Contingencies 
Account shall not exceed the amount specified by the Finance and 
General Purposes Committee in giving its approval under subrule (2). 

(3) Subject to rule 35, monies shall not be withdrawn from 
the Contingencies Account other than for the purpose of meeting urgent 
or unforeseen expenditllre and in accordl:inGe .witb a warrant signed by 
the Chairman issued with the approval of the Finance and General 
Purposes Committee, provided that, where the exigencies of the situ-
ation so demand, the approval of the Finance and General Purposes 
Committee may be obtained subsequent to the expenditure. 

35. (1) The Clerk may, with the written approval of the Chairman,Investment 
place on short-term deposit at such bank as the Assembly so determines 
monies standing to the credit of the Fund Account, the Contingencies 
Account, Or any of the operations accounts as are not for the time 
being required for. the effective financing of the day to day operations 
of the Assembly, except that the Clerk may not cause any amount of 
the said monies to be invested in any other manner unless the Finance 
and General Purposes Committee approves. 

(2) The approval referred to in subrule (1) shall specify the 
amount of monies to be deposited 01' invested in accordance with that 
subrule. 

PART VII 

MISCELLANEOUS 

36. The Financial Regulations, 1959, Government Notice No. 118 
of 1959 and the Financial Instructions 1965 passed and issued under 
section 50(1) and section 4 of the Exchequer and Audit Act, Chapter 
69:01, and circulars made under such regulations, notices and sections 
respectively, are hereby adopted with such modifications, adaptations 
and consequential amendments as are required by the Tobago House of 
Assembly Act. 
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Mflde this 17th day of August, 199Q. 

. L. A. DENOON 
Chairman Tobago House of Assembly 

Approved by the President this 27th day Of'Augllst, 1990. 
"1 1 ! 

.. K. BOSWELL INNISS 
;,'j 'J \ Secretary t() Cabinet , 

, ii l 

11' 


