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Introduction

The Financial management system dominates the basic position in modern enterprise
management. “Without rule, without square and circle”, as the Chinese old saying goes. The perfect
management system of accounting in enterprise is the prerequisite and security for scientific and
effective financial management.

This part provides accounting administrators (in-charge accountants, financial managers and chief
controllers) with a complete set of sound and perfect systems for accounting management inside enterprises.
It covers two fields of ordinary accounting practices and financial management in enterprise. This part
condenses the author’s many years work experience in foreign investment enterprise, and it is a practical
encyclopedia and operational guide for routine financial management.

Its contents include the following:

1. Financial institution set-up and work responsibility;

2. Guidelines for basic work in accounting practice;

3. A system for approval of financial payment and expense reimbursement;

4. A system for monetary fund management;

5. A system for wage accounting management;

6. A system for management of cost and expense accounting;

7. A system for inventory management;

8. A system for assets management;

9. A system for management of sales and accounts receivable;

10. A system for financing and investment management;

11. A system for accounting handover and archives management;

12. A system for accounting computerization management.
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Part x System for Financial Management

A Listing of System for Financial Management

=it EBHRIE YR

W S5 HR B E & AL ER T
Set-up of financial institution and responsibility of post;
T35 S M TAERIER 3T 5BUR;

Duties and rights for the chief financial officer:

. v E R TR

Guidelines for basic work in accounting;

- A AR E LRI

System for examining and approval of payment of financial expenditure;

. XEEEGIR,

Cheque control system;

FRAIREE E IR,

System for control of expense reimbursement;

EMRBINHE B,

System for control of traveling expenses;

. BB EEEE,

System for monetary funds management;
THREEGE;
System for salary administration;

B B R B B

System for management of cost and expense accounting;

B BRI,

System for inventory management;

VA S 7 R

System for management of fixed assets;

fEE TREEHE;

System for management of construction in progress;

O WAL Tl 3 B 8 R

Management system for accounts receivable and sales;

i) R e K Ak B E 5

Regulations for handling of problematic accounts;

ReEHEGE,

System for fund management;

EREHEBIR

System for financing management;

R EHEGIE

System for investment management;
EERIE R B

System for loan security management;

WA 55 1R 3R B SUAF RS B EE AU L

System for administration of financial statement and document submission;

4 45 N\ 51 R FEAE BRI 5

System for rewards and penalties to accounting personnel;

SR EEHE
System for administration of accounting archives;
LSRRG,
System for management of accounting handover;

SRS B EHIR

System for management of accounting computerization.
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Part X System for Financial Management

Set-up of Financial Institution and Responsibility of Post

Chapter | General Provisions

Article 1 This system is enacted for the purposes of improving the financial offices of New Century
Stationery Co., Ltd., defining the work responsibilities for each of the financial posts.

Chapter Il Set-up of the Financial Organizations

Article 2  Set-up of financial organizations

Board Chairman

I |

General Manager Chief Financial Officer

!

Financial Manager

:

<4—
<__.
<4
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Chapter lll Responsibilities for Financial Posts

Article 3 The responsibilities of Financial Manager involve as follows:

1. Being responsible for the accounting practice and financial management of the Financial
Department of the Company.

2. Being responsible for designing the system of financial management of the Company and
implementing it in accordance with relevant fiscal tax provisions of the State.

3. Being responsible for preparing and performing (exercising) monthly, and yearly financial budgets
and final accounting.

4. Being responsible for computation of accounting practice with the computer, check on accounting
business and administration of accountant archives. And he/she should be responsible for cost accounting,
expenses control, financial statements and financial analysis. He/She should be responsible for inspection

for performance in the economic index of every item, and comprehensive analysis and assessment on them.
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Part X System for Financial Management

He/She should be responsible for making regular reports to the board chairman, the general manager and
the chief financial officer of the Group on financial statements, daily cash statements and so on.

5. Strictly abiding by submission procedures for the relevant financial statements of the Group and
strictly keeping the confidential information of the Company.

6. Being responsible for the skill training for accountant personnel, examination for accounting post
achievement and shift of account post personnel and handover and so on.

7. Being responsible for check on economic documents which include the economic contracts and
agreements signed with other units, participating in important operational decision making of the
Company.

8. Being responsible for financial checking and approval of material purchase, all-items expenditure of

the Company.
9. Being responsible for the management of work instructions, training and examination on inventory

bookkeepers.

10. Formulating the measures for material management and cost management and adopting effective
measures to decrease cost of products and to enhance the economic results of the Company.

11. Being responsible for the authenticity, reasonability, correctness and completeness of procedures
for accounting vouchers and account book of the Company. And he/she should audit whether cost items
are arbitrarily listed, costs are fraudulently created, loss of waste products is concealed and conceived
falsely; if so, he/she should report to the chief financial officer in time and take steps to prevent it.

12. Getting involved into making investment budgets on fixed assets, low-valued consumables and
new product development and presenting the opinions of analysis on investment results.

13. Participating in preparation for pricing computation of raw materials, semi-finished products and
computation of criteria cost of finished products. He/She should submit the plan for use of funds of next
month before 27th of each month for properly controlling inventories, effectively lowering purchasing cost
and strictly controlling distribution, disbursement and use of the funds.

14. Being responsible for liaison with the departments of bank and taxation and keeping the special
use seal for finance.

15. Being subject to the chief financial officer of the Group and the general manager of the Company.

16. Completing other tasks arranged by the chief financial officer.

Article 4 Responsibilities for Cashier include as follows:

1. Being responsible for receipt of cash of the Company and timely deposit in the bank the surplus sum
over the cash on hand.

2. Handling all kinds of settlements of banks and treating receipt and disbursement for cash in time
based on the relevant provisions in the bank settlement system of the State and cash management system.
The cashier should strictly handle payment in accordance with procedures for examination and approval on
payment of the Financial Department of the Company.

3. Taking charge of daily closing in bank deposit in accordance with labor distribution and controlling
procedures.

4. Preparing for receiving and disbursement voucher, entering cash and bank deposit journal in time
sequence, making timely inquiry and clearance of accounts in transit, managing daily and monthly
settlement for cash.

5. Strictly managing cash bills and bank bills (including blank bills of the bank and blank bills of

receipt), at least checking once a week and thereof enabling the account to conform to the fact.
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Part X System for Financial Management

6. Day by day preparing for “daily cash report involving bank deposit” and “explanatory report on
payment for purchase”, and submitting these reports on time according to formulated procedures, truthfully
reflecting cash receipts and disbursements.

7. Day by day preparing for “daily report on receipt and disbursement of notes receivable to accept”.
The cashier should design a bank reconciliation statement and regulate the balance at the end of the month
in accordance with the provisions and report it to the financial manager for examination.

8. Strictly performing the use and control for documentation of receipts and payments of cash and bank,
and ensuring the security of monetary funds. The cashier should control balance of bank deposit, and
should not be allowed to sign blank check or to lease or lend the bank account for handling settlement for
other units and individuals.

9. Being responsible for keeping cash on hand and important bills of securities, checks, invoices and
receipts of all sorts and seals (representative seal ) relevant to finance.

10. Handling disbursement business of foreign currency in accordance with provisions and relevant
documents for foreign currency administration and purchase of the State. The cashier should track the
receipts and disbursements of foreign currency in time and prepare for “daily report on receipts and
disbursements of foreign currency”.

11. Being responsible for distribution of employee’s wages and safekeeping of them.

12. Being responsible for clearing other accounts receivable and making a written report to financial

manager each week.
13. Finishing other work left to do by top leaders such as the chief financial officer and the financial

manager and so on.

Article 5 Responsibilities for Material Accountant shall involve as follows:

1. Being responsible for preparing journal vouchers for a variety of inventory (raw materials,
low-valued consumables, packaging materials, self-manufactured material, semi-finished products,
finished products and others.)

2. Jointly with Supply Department formulating the system for inventory purchase and storage
management and supervising its practice.

3. Controlling purchase cost and preventing against excess purchase in accordance with the inventory
purchase plan formulated by Supply Department.

4. Jointly with Technology Department formulating the consumption norm for goods material,
exercising limitation for material issuance and monitoring rise of cost of materials.

5. Jointly with Supply Department regularly checking on the inventory, reporting in time on inventory
short and over and dead stock to have the losses reduced to the minimum.

6. Being responsible for examination and clearance for accounts payable and reporting them to
financial manager every week.

7. Being responsible for the documentation of all the vouchers with U8 System and printing work for
vouchers, account books and statements.

8. Being responsible for accounting on fixed assets and construction in progress, and preparation of
statements of taxes of all kinds.

9. Being responsible for auditing the bill for purchase payment, collecting and grouping original files
for monitoring bench sheets management, purchase contracts, stocking notices, delivery notes, etc.

10. Completing other tasks assigned by the chief financial officer of the Group and the financial

manager.
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Part X System for Financial Management

Article 6 Responsibilities for Marketing Accountant involve as follows:

1. Being responsible for drawing of invoices for daily sales.

2. Being responsible for preparing journal vouchers of accounts receivable.

3. Being responsible for accounting on sales income.

4. Being responsible for weekly checking accounts receivable with clients and reclamation of payment
for goods and clearance and reporting them to the financial manager every week (explaining in words)

5. Being responsible for preparing and submitting “statistics for return of sale account and daily report
for checking sale”, to the chief financial officer of the Group and the financial manager in accordance with
the procedures.

6. Completing other jobs arranged by the chief financial officer of the Group and the financial manager.

Article 7 Responsibilities for General accountant consist of the following:

1. Being responsible for preparing journal vouchers other than those of material accountant, cost

accountant and sale accountant

2. Being responsible for other accounting practice than that of material accountant, cost accountant and
sales accountant.

3. Being responsible for all kinds of statistical work on output of workshop products, work hours,
self-manufactured materials and expenses payment, etc.

4. Being responsible for compilation of account vouchers, account books and statements.

5. Completing other jobs left by the chief financial officer of the Group and the financial manager.

Article 8 Responsibilities for store bookkeeper

1. Being responsible for checking “stocking notice of raw materials”, “material (semi-finished product)
quota invoice of withdrawal”, “compensatory note for material (semi-finished product) spoilage”,
“stocking notice for semi-finished product” and “material returning slip” and if finding no error
documenting them in U8 System based on it, recording “subsidiary ledger for receipt, issuance and
storage of raw materials”, “subsidiary ledger for receipt, issuance and storage of semi-finished products”,

s

and settling in time the quantity and amount of inventory of each numbered raw material (semi-finished
products)

2. Every day before work ending, making “a report for receipt, issuance and storage of raw material
(semi-finished product, finished product)”, “daily statistical report for material returning” and then auditing
by the manager of Supply Department before submitting them to the board chairman, the chief financial
officer, the general manager, the production manager and the financial manager.

3. At the end of each month drawing up “monthly statement for receipt, issuance and storage of raw
material (semi-finished product) by the type of raw material and semi-finished product”, “summary
statement (by type of finished product) for monthly materials issuance of production of goods (raw
material, semi-finished product)”, “summary statement (by type of finished product) for compensatory
issuance of production of goods in this month”, and “monthly statement for receipt, issuance and storage
of finished product in this month” and submitting them to the chairman of the board, the chief financial
officer, the general manager, the production manager and the financial manager on the 2nd of next month.

4. Summarizing the amount of waste department, accountable person and responsibility based on
“compensatory note for material (semi-finished product) spoilage ” every day, and recapitulating to draw
up a “daily report on statistics of waste responsibilities”, and submitting it on the morning of next day to
the board chairman, the chief financial officer, the general manager, the financial manager. At the end of
each month, he/she should summarize all the statements to prepare “monthly report for statistics of waste
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