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FOREWORD
Existing Nigerian Laws do not regulate the campaign expenditures of the individual
candidates who are contesting elections. However, the laws require the Commission to
exercise control over political campaign expenditures. The Constitutional and other legal
provisions envisage every political party to maintain proper accounts of its funds. Section
225 (2) of the Constitution specifically requires the political parties to disclose their sources
of funds and their manner of expenditures.
The political parties and their candidates draw campaign funds from diverse sources which
may be beyond the capacity of the Commission to fully monitor. Also the Commission lacks
any enabling authority to enforce strict obedience to the laws. As a first step, it therefore
becomes imperative for the Commission to device ways and means of implementing the
reporting, disclosure of all monies and assets received by the political parties in aid of their
campaign effort.
I feel confident that the Manual and the various reporting forms contained therein will lead to
a significant improvement of the administrative procedures and practices. The ability of the
Commission to enforce compliance with the various laws may be greatly enhanced.
The development of the Manual has been greatly assisted by the International Foundation
for Election Systems (IFES). IFES made available to the Commission, international experts
on campaign finance. The experts spent several weeks in Nigeria, working with the
Commission, the political parties and other stakeholders. I commend the efforts of all the
resource persons, from the Commission, the political parties and other stakeholders who
worked co-operatively to develop the Manual.
Sir Abel I. Guobadia, KSA

Chairman

16 DECEMBER, 2004
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CHAPTER I
IMPORTANCE OF POLITICAL FINANCE DISCLOSURE
According to the Section 84 (7) (Electoral Act 2002), it is mandatory for the Commission to
make available for public inspection during regular business hours at the national and state
offices, the audited returns of political parties and the publication shall include the name,
address, occupation and amount contributed by each contributor to a party.
Information on expenses of Political Parties/candidates allows voters to make bettereducated decisions at the polls and this can help hold candidates and parties accountable to
the electorate. Disclosure of information about income and spending by political parties and
candidates is nowadays seen as a critically important component of a democratic campaign
and party finance regime. Disclosure may help accomplish a number of tasks:

1) It contributes to an overall transparency of the electoral process. By means of
disclosure, voters are offered an opportunity to learn more about political contenders
in order to make an informed decision at the polls.
2) Requirements to disclose their sources of funding are likely to stimulate
parties/candidates to raise and also spend their financial resources in ways that are
acceptable to a majority of voters and do not provoke public disappointment.
3) Disclosure emerges as an obstacle to corruption.
4) Publicly available information about the flow of money of parties and/or candidates
serves as a deterrent to a risk-free use of funds from illegal or criminal sources.
Therefore, disclosure can serve the purpose of dignifying the politics.
5) Disclosure of financial records contributes to making politicians accountable to voters
and/or donors for the formers' choices of spending the amounts raised.
6) Public disclosure can serve as a barrier to excessive campaign spending.
The most typical mechanism of disclosure is employed inter alia in many democratic
countries - political parties or candidates are required to submit declarations containing their
income, spending or both. These declarations are offered for public scrutiny by publishing
them in official media or making them available to commercial media. However, financial
information about political parties or candidates can also be disclosed indirectly - as a
consequence of political competition.
Problems with disclosure
One of the problems with disclosure concern the extent and accuracy of reports. While it
may seem obvious that parties and candidates are required to disclose full information about
their financial transactions, the reality lags behind this optimistic assumption. There are
countries where only campaign income and spending has to be reported while routine
expenses of political organizations remain hidden from the public eye. Other countries
require reports about the finances of party headquarters while financial activities of local
organizations are left unreported. In yet other countries, parties have to report about their
local and central levels but transactions of affiliated units (women's organizations, youth
organizations, political foundations etc.) remain unknown to the general public.
Political parties and/or individual candidates may be tempted to report a distorted picture of
their finances to appropriate official bodies for a number of reasons. One of the reasons for
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misreporting can be receipt of larger donations in cash. In some cases, these may be socalled kickbacks from contracts with public institutions or other contributions of illegal
character (e.g. abuse of state resources). Alternatively, some donors may be excessively
concerned with preserving their privacy and require no reporting as a precondition for a
contribution. Another reason for misreporting stems from the requirement (introduced in
some countries) to reveal not only finances of a party/candidate but also resources spent on
their behalf. At times, the imprecision and incomplete reports may be intentional to hide
financial supporters or to decrease the overall amount of money spent on election campaign.
One more reason is related to different "ceilings" set in the legislation. For example, a party
may report lower than actual income in order to comply with the maximum amount of
donations allowed by the legislation.
While disclosure is an important element of fair democratic process, its significance can be
reduced in the absence of effective enforcement mechanisms. Many scholars have admitted
that an excellent legislative framework for political and/or campaign finance is not sufficient
to provide a meaningful control over money in politics. Another highly important component
is impartial and timely enforcement of the existing regulations that brings at least some kind
of sanctions against violators. Moreover, an effective tool would be a highly competitive party
system where parties carefully monitor the activities of other contenders and state agencies
and appeal to the public in the case of any irregularities or inadequate enforcement. This
phenomenon refers to a growing sense among political parties that it is in their best interest
to restrict mutual political competition in the name of their long-term survival.
NGOS and the Media
In addition, non-governmental organizations and independent media emerge as reliable
watchdogs of party and campaign finance in many of the contemporary democracies. It is
these groups that can best act in the interests of the society generally by monitoring election
campaigns and scrutinizing financial records of parties/candidates. It is these actors that, in
many cases, have sufficient public credibility to appeal to voters should any violations be
discovered and achieve certain results (initiation of official investigation, loss of voter support
by a political party /candidate, etc.). In many cases they possess enough public credibility to
appeal to voters, if some violations of rules are discovered and could achieve certain results
such as initiating of official investigation.
Disclosure and Audit
Finally, it is the INEC’s comprehensive audit process which guarantees that the disclosure is
meaningful and accurate. Disclosure without audit can not ensure that the public is getting
complete and true information. Auditing forces disclosure to be accurate and helps public to
verify facts. Auditing can make a difference for the quality of the data available and it is a
necessary condition for any disclosure process to be successful.
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CHAPTER II
GUIDE TO THE AUDIT OF THE ACCOUNTS OF POLITICAL PARTIES
1.

INTRODUCTION

Pursuant to the provision of Section 15(d) of part 1 of the Third Schedule of the
Constitution of the Federal Republic of Nigeria, 1999, the Independent National Electoral
Commission (INEC) is required to “arrange for the annual examination and auditing of the
funds and accounts of Political Parties, and publish a report on such examination and audit
for public information”. Furthermore section 225(6) of the Constitution allows INEC to
appoint “any person who is an auditor by profession and who is not a member of a Political
Party” for the purpose of carrying out an audit on the accounts of Political Parties.
Section 226(3) of the Constitution provides every member of the Commission or its duly
authorized agent with unfettered right to access at all times, the books and accounts and
vouchers of all political parties and to request from the Officers of the Political Party such
information and explanation as he deems necessary for the performance of his duties under
the constitution.
Thus, the external auditor who is nominated and paid by INEC, should have access, at all
reasonable times, to all records, documents, books, accounts and vouchers held by the
political party and to such information and explanation that, in the auditor’s opinion, is
necessary to conduct the audit. This includes copies of official receipts issued, bank
statements and cancelled cheques, lists of outstanding cheques, copies of all bills, vouchers
and pro-forma invoices, details of any loans, details of fund-raising functions, details of
miscellaneous revenue, details of inventory remaining on hand. The law requires that the
auditors report directly to INEC.
Auditors, appointed and paid by INEC, should not, under any circumstances, request
payment for their services from political parties.

2.

Check-list for Auditing of Political Parties Accounts

The audit must be carried out in accordance with applicable Auditing Standards and
Accounting Statements of best practices issued by the Nigerian Accounting Standards Board
as follows:
(A)
well

Audited Report and Accounts
a.
Obtain signed copies of Reports and Accounts including the annual report as
as report on election expenses;
b.
Confirm that the reports were made by auditors who have appropriate
qualifications to do so;
c.
Confirm that the supporting affidavits have been sworn to by authorized
officers of the party;

(B)

Membership Register
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Examine records of membership to confirm authenticity, number, addresses and identify
(passport photographs) of members of the party.
(C )

The Budget
(i)
Obtain and study the party’s budget document for the period under review;
(ii)
Confirm budget went through laid down procedures, e.g. proper approval
procedures and operations;
(iii)
Obtain schedules of actual income and actual expenditure categorized into
various sub-heads and scrutinize against the budgeted amounts for significant
variances or departures from the budget;
(iv)

Investigate departure as to the nature and magnitude.

(D)

Internal Control

the

Evaluate the internal control system in operation in the party to ascertain extent of
effectiveness of administrative procedures and controls.

(E)

Book-Keeping
(i) Confirm the party maintained adequate and necessary records and accounts for
its financial transactions during the period under review;
(ii) Carry out sample vouching and validation tests and evaluate the general
organization and management of the book-keeping and accounting functions as they
relate to expenditure;

(F)

Income
Scrutinize sources of Income against Constitutional provisions/guidelines and the
Electoral Act;
Scrutinize amounts of donations/contributions against the provisions of the Electoral
Act 2002.

(G)

The Balance Sheet
Assets and Liabilities
(i) Obtain detailed schedules of all classes of assets, i.e. fixed assets, current assets,
investment etc, showing cost and valuation and location.
(ii)

Ensure the schedules separate assets donated as grants in-kind by the
Government, by individuals and other bodies/organizations from those
acquired by the party.

(iii)

Obtain relevant purchasing documents and/or transfer/donation documents
including records of approval by party NEC;

(iv)

Obtain asset register or inventory record for detailed inspection to ascertain
existence and physical status of the assets;

(v)

Obtain schedules of other assets such as:.
Debtors and prepayments
.
Stock of stationery & other consumables
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.
.
.

Cash balances
Bank balances
Investments.

(vi)

The Schedule of liabilities should include creditors and credit balances.

(vii)

Reconcile evidences from expenditure accounts to assets record to confirm
existence, ownership and utility.

(viii)

Carry out validation tests on each balance sheet grouping to confirm accuracy
of the accounting records of the party.

(H) Carry out such activities and/or investigations, to obtain such explanations, written
or verbal, as to enable expression of professional opinion on the financial transactions
and record of the party for the period under review.
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CHAPTER III
REPORTING FORMS – GUIDELINES TO COMPLETING
The main purpose of this manual is to shed light to the financial reporting requirements of
Political Parties in Nigeria. The Manual assists parties to report their financial transactions
properly for the sake of transparency. It supports and explains new Reporting Forms
prepared by INEC. It should become a useful tool for all the Political Parties in the field of
Financial Reporting and help INEC to build closer relations with the parties. INEC Forms
presented in this Manual are official documents. Thus, all the reports should follow the
format of the forms provided by INEC. The required contents of the reports are discussed
below.
Political Parties in Nigeria are required by law to submit to the Independent National
Electoral Commission two types of Financial Report, as follows:1.

Annual Statements of Accounts Analysis of Sources of Funds and other assets and
Expenditure Report shall be submitted not later than 31st March of the following
year, for the previous calendar year, and

2.

Statement relating to Election Expenses which shall be submitted not later than 90
days from the date of the election.
In addition, the Commission is mandated to prepare every year and submit to the
National Assembly a REPORT on the accounts and balance sheet of every Political
Party.

All Financial Reports shall be submitted in the format approved by the Independent
National Electoral Commission.
Financial Report shall contain:
1.

All cash at hand

2.

All incomes and disbursement based on membership fee contributions from
natural persons/candidates and legal entities, contributions in the form of
goods and services, reforms on its own assets or entrepreneurial activity,
loans, donations, refunds, rebates, sales and collections, dividends, interests
and other sources of income for the reporting period;

3.

The total amount of operating expenditures, e.g. salaries, travel, rent,
telephones, newspaper advertising and media advertising; loan repayments;
transfers to other authorized bodies, refunds of contributions

Financial Disclosure Guide
The Independent National Electoral Commission is obliged to make all REPORTS
available to the public and to take appropriate actions to ensure that all interested persons
have easy access to the information contained within the reports. Consequent upon this the

9

PPF Manual
Commission has adopted forms for Political Party Financial Reporting. These forms are
designed in such a way that summary information are to be filled and signed by the party
Auditor/Treasurer, whichever is appropriate and countersigned by the party chairman. The
other forms give detailed summary of receipts, expenditures, contributions, loans, credits
liabilities, sales and collections.
FORM 1:-SUMMARY OF RECEIPTS AND EXPENDITURE
It is recommended that political parties complete Form 1 in the following way:
Line 1 Print or type the complete name of the Political Party.
Line 2 Enter the Party Acronym .
Line 3 Enter the National Headquarters location address of the party as at reporting
time.
Line 4, 5&6

Telephone, fax, e-mail address rows shall contain data related to the
Headquarters office of the Political Party.

Line 7

Enter the total number of employees of the Political Party at all levels.

Line 8

Check the appropriate boxes. Indicate if the REPORT is Annual or
General Election Report. In addition, check the appropriate boxes,
which indicate the elections for which this REPORT contains activity.
For example, if the REPORT is raising funds for general elections,
check both the “Primary Election” box and the “General Election” box.
If it is for a referendum or recall measure, check the “other” box, and
indicate the type of activity.

Line 9

Enter the coverage dates for this REPORT. All activity from the
ending coverage date of the last REPORT filed must be included.
Enter the total amount of cash in hand at the beginning of the calendar
year. The term “cash on hand” includes: currency, balance on deposit
in banks, savings and loans institutions and other depository
institutions; and certificates of deposits, treasury bills and other
investments valued at cost.

Line 10(a)

Line 10(b)

Enter the total amount of cash in hand at the beginning of the
reporting period.

Line 10(c)

Enter the total amount of receipts as contributions, transfers, loans,
sales, interest, etc.

Line 10(d)

Add lines 10(a) and 10(c)
or lines 10(b) and 10(c) to get the
amount or the reporting period.

Line 11

Enter the total expenditures by adding the operating costs, transfers,
loan repayments, refunds on contributions, other expenditures.

Line 12

Subtract line 11 from line 10(d) to get the figure for cash in hand at
close of reporting period.

Line 13&14

Transfer the total amount of debts and obligations owed to and owed
by the party, respectively.
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Line 15(a),
(b), (c) and
(d)

Enter the total contributions (other than loans) from
individuals and/or persons who are not candidates for
elections, interest groups, corporate organizations and the candidates,
in that order.

Line 15(e)

Add lines 15(a), (b), (c) and (d) to derive the figure for 15(e).

Line 16

Enter the total amount of transfers from other authorized bodies.
Loans and loan repayments received must be included on this line not
on line 17. For each transfer, provide identification (full name and
mailing address of the individual/person, corporate organization or
interest group), date and amount of the transfer.
Enter the total amount of loans received. For each loan, provide the
identification (full name, mailing address and where applicable,
occupation, of the person making the loan, date and amount of the
loan.

Line 17

Line 18

Enter the total amount of offsets to operating expenditures (including
refunds, rebates and returns of deposits).

Line 19

Enter funds received from sales and collections, proceeds from the
sales of tickets at dinner, luncheon, rally or other fund-raising events
and sale of items such as political/campaign buttons, pins, badges,
emblems, flags, hats, etc, during the reporting period shall be reported
in the total amount.

Line 20

Enter the total receipts by adding lines 15(e), 16, 17, 18 and 19 to
obtain the figures for line 20.

Line 21

Enter the total amount of operating expenditures. Examples of
operating expenditures are: newspaper and television advertising,
salaries, travel, rent and telephones.

Line 22

Enter the total amount of transfers to other authorized bodies.

Line 23

Enter the total amount of loan repayments made.

Line 24(a)
(b), (c)
and (d)

Enter the total amount of contribution refunds to
individuals/persons, interest groups, corporate
organizations and the candidate(s). For each person who receives a
refund of a contribution, the full name, mailing address, date and
amount shall be provided.

Line 24(e)

Enter the total amount of refund by adding lines 24 (a), (b), (c) and (d).

Line 25

Enter the total amount of other expenditures unitemized.

Line 26

Enter the amount by adding the totals on lines 21, 22, 23, 24(e) and
25.
Enter the total amount of cash in hand at the beginning of the
reporting period. This amount includes; currency, balances on deposit
in banks, savings and loans institutions, treasury bills and other
investments valued at cost.

Line 27
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Line 28

Transfer the amount on line 20 to line 28.

Line 29

Add the amounts on lines 27 and 28 to obtain the figure for line 29.

Line 30

Transfer the amount on line 26 to line 30.

Line 31

Subtract line 30 from line 29 to derive cash in hand at the close of the
reporting period. Line 31

Line 32

Provide information as specified in line 32
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Form 1
INDEPENDENT NATIONAL ELECTORAL COMMISSION
POLITICAL PARTY FINANCIAL REPORT
SUMMARY OF RECEIPTS AND EXPENDITURES
1.

Name of Political Party: _________________________________________

2.

Abbreviation:

3.

Address:

4.

Telephone Nos.

_________________________________________

5.

Fax:

_________________________________________

6.

E-mail Address:

_________________________________________

_________________________________________
_________________________________________

7.

Total number of employees of the political party at the National Headquarters, Zonal, State
and LGA offices:
_________________________________________
___________________________________________________________________________________________________
TYPE OF REPORT
8.

Annual Report

General Election

This report contains activity for:

Primary Election

By-Election

Others (please indicate)
_________________________________________________________________________________________________
SUMMARY
9.

Covering Period___________________ through____________________

10(a)

Cash in hand, January 1, ______________

___________(for Annual Report, Jan-Dec)

(b)

Cash in hand at the beginning of reporting period________________________________

(c)

Total receipts (e.g. donations, contributions, levies, grants, loans, fund raising, sales, interest,
etc)__________________________________________________________________

(d)

Sub Total (add (b) and (c) or (a) and (c) ______________________________________

11. Total expenditures (e.g. operating expenditures, campaign & promotional expenditures,
purchase of assets, loan repayments, refunds of contributions, other
expenditures)___________________________________
12. Cash in hand at close of Reporting Period (subtract 11 from 10(d)__________________
13. Debts and obligations owed to the party ___________________________________
14. Debts and obligations owed by the party ___________________________________
I certify that I have examined this Report and to the best of my knowledge and belief the contents
are true and correct.
_________________________________ __________________________________
Type or print name of Party’s Auditor
__________________________________

Signature &Date
________________________________

Type or print name of Party’s Chairman

Signature &Date
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Form 1
POLITICAL PARTY FINANCIAL REPORT
DETAILED RECEIPTS AND EXPENDITURES
Name of Political Party: ____________________________________________
Report covering the period: From:___________________To:_______________
I RECEIPTS
15. Contributions (other than loans) from:
(a)

Individuals/Persons

____________________________

(b)

Interest groups

(c)

Corporate Organizations

_________________________________

(d)

The candidate(s)

_________________________________

(e)

Total contributions (add (a) (b) (c) and (d)___________________

____________________________

16. Grants from other authorized bodies ___________________________
17. Loans_____________________________________________________
18. Offsets to Operating Expenditures (Refunds, rebates, returns on deposits,
etc)_______
19. Other receipts (sales and collections/proceeds from the sale of tickets at dinner
luncheon, rally or other fund raising events. Or sales of items such as political campaign
pins, buttons, badges, flags, emblems, hats, banners etc)
_______________________________
20. Total Receipts (add 15(e), 16, 17, 18 and 19)
II

______________________

EXPENDITURES

21. Operating Expenditures (salaries, rents, telephones, adverts and travels)_________
22. Transfers to other authorized bodies_____________________________
23. Total Loan Repayments _______________________________________
24. Refunds of contributions to:
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Form 2
(a)

Individuals/Persons

___________________________

(b)

Interest groups

(c)

Corporate Organizations

____________________________

(d)

The candidate(s)

_________________________________

(e)

Total Refunds of contributions (add (a) (b) (c) and (d)

___________________________

____________

25. Other expenditures _____________________________________
26. Total expenditures (add 21, 22, 23, 24(e) and 25)
III

_____________

SUMMARY

27. Cash in hand at the beginning of r eporting period (from line 10(a) or 10(b)
(Currency, balance in deposit in banks, savings & loans institutions etc)
28. Total receipts this period (from line 20)

______________________

29. Sub-total (add 27 and 28)

_______________________

30. Total expenditures this period (from line 26) _______________________
31. Cash in hand at close of the reporting period (subtract 30 from 29) _____
32. Details of Bank Accounts
List of Banks

Type of Account &

Name of Signatory

Signature

Position

Number

NB: Attach certified photographs of all signatories to the Bank Account (s) to this form
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Form 2
INDEPENDENT NATIONAL ELECTORAL COMMISSION
MONTHLY INCOME & EXPENDITURE RETURNS
FROM POLITICAL PARTIES
NAME OF PARTY: …………………………………………..
MONTH:……………………………… YEAR: ………………

S/No Account
Code
A
1
2
3
4
5
6
7
8
9
10
11

001
00101
00102
00103
00104
00105
00106
00107
00108
00109
00110
00111

12
13
B
1

00112

2
3
4

00202
00204
00205

5

00206

6
7
8
9
10
11
12
13
14
15
16
17

00207
00208
00209
00210
00211
20212
00213
00214
00215
00216
00217
00218

002
00201

Details of Sub Heads

Cumulative
B/F

Returns
this
Month

REVENUE ELEMENTS
Donation
Levies
Government Grants
Investment / interest income
Fines
Fees/Subscription
Public Collections
Proceeds
Special Fund Raising
Gifts
Grants From Individuals &
Groups
Others
SUB-TOTAL (R)
EXPENDITURES
Rents and Rates
(NAT/STATE)
Utilities (Electricity and Water
Travels and Expenses
Accommodation and
Hospitality
Monitoring and Supervision of
Election
Agents allowance
Repairs and Maintenance
Stationeries
Salaries and Wages
Welfare
Medical
Newspapers and Periodicals
Press and Media Relations
Loans and Advances
Public Relations
Bank Charges
Campaign Materials

Form 2 page 1
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18
19
20
21

00219
00220
00221
00222

22
23
24
25
26

20223
00224
00225
00226
00227

27
28
29
30
31
32
33

00228
00229
00230
00231
00232
00233
20234

34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50

00235
00236
00237
20238
00239
00240
00241
20242
00243
00244
003
00301
00302
00303
00303
00304

Form 2
Consultancy
Party Campaign and Rallies
Telephones and Postages
Security and Intelligence
Expenses
Printing
INEC Charges
Legal Fees
Audit Fees
Planning Research and
Statistics
Library Expenses
Touring Advances
Cash Advance
Petty Cash
Donations
Local Transportation
Sitting Allowance for Principal
Officers
Allowances for Other Officers
Subscriptions
Entertainment
Publicity
Fuel
Party Operations
Renting of Hall
Gifts
Contingency
Others
SUB-TOTAL (E)
SURPLUS (DEFICIT)
Plant Machine
Office Equipment
Motor Vehicles
Furniture and Fitting
Land & Building

PREPARED BY:

CHECKED BY:

SIGN:__________________________________SIGN:_____________________________
NAME:_________________________________NAME:____________________________
DESIGNATION:__________________________DESIGNATION:_____________________

Form 2 page 2
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Form 3
FORM 3 - MONETARY AND NON-MONETARY CONTRIBUTIONS AND
DONATIONS
•

All amounts paid by members of a Political Party exceeding the amount of
membership fee allowed by law shall be considered as contributions and be
reported in this form.

•

Identity of a person who provides donation to a Political Party shall be stated
as required by law. Even, if the donor has requested that his/her Identify
should not be disclosed to the public, the Political Party is obliged to inform
the Commission about that request. In that case the donation and value shall
be presented as an “anonymous” donation. There shall be an express
indication that information about the donor would be disclosed to INEC.

•

Furthermore, all gifts and services provided to a Political Party for which the
Party is not obliged to pay shall be recorded. Please note that a provider of
free service or gift is obliged to issue a receipt to the Political Party stating the
value of the service provided or gift and indicating that the political party is not
obliged to pay for the bill or part thereof.

18

Form 3
PPF Manual

MONETARY AND NON-MONETARY CONTRIBUTIONS AND DONATIONS
Name of Political Party:______________________________________
Period of Report: __________________________________________
S/N

FULL NAMES

ADDRESS

OCCUPATION

CONTRIBUTION
AND DONATION IN
CASH

CONTRIBUTION
AND DONATION IN
KIND

TOTAL
CONTRIBUTIONS
AND DONATION IN
NAIRA VALUE

DATE RECEIVED

For official use only.
____________________
Date

__________________
Seal

Form 3 Page 1
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Form 4

FORM 4 - LOANS, CREDIT AND LIABILITIES
•

Liabilities of Political Parties, which arise from credits and loans, shall be
recorded in this form. Also liabilities which do not arise from credits or loan
such as unpaid bills for public services, telephone, unpaid workers’ salaries
and similar bills shall be recorded in the same form.
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LOANS, CREDITS AND LIABILITIES
Name of Political Party:______________________________
Period of Report: __________________________________
S/N

NAME

Amount of
Credit/Loan/Debt

Date of Maturity of
credit/loan or Date of
origin of debt

Amount of
installment

Due date of
credit/loan or debt

Total Debit at all Party Levels
All Category of Debts
Attach any Other Contractual Instruments
All Political Parties are required to keep copies of all contracts related to credits and loans.
____________________
Date

__________________
Seal

Form 4 Page 1
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_________________________
Signature of Authorized Person
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Form 4 A

FORM 4A - SALES AND COLLECTIONS
•

This is an account of proceeds from the following during this reporting period:

(1)

The sale of tickets at each dinner, luncheon, rally or other fund-raising event;

(2)

Mass collections at such events

(3)

The sale of items, such as political campaign buttons, pins, party flags, hats,
literature, badges, emblems, banners and similar materials during the
reporting period shall be reported. Tickets sales and mass collections must
be listed at each event, giving the date and type of event and the amount of
proceeds realized.
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SALES AND COLLECTIONS

Name of Political Party Reporting:-

_____________________________
Total Sum of proceeds during the reporting period from:
1.
Sale of tickets (list by event below)…………………………….. N_________________________
2.
Mass collections (list by event below)………………………….. N_________________________
3.
Sale of items…………………………………………………….. N_________________________
Total________________________
List of Sales and Collections by Event
Date of Event
(Month, Day, Year)

Type of Event

TOTALS FOR THIS PERIOD
(Last page of this form only)
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Form 5

FORM 5 - Administrative Expenditures
Possible Utility – Administrative Costs are:•
•
•
•
•
•
•
•
•

Gross salaries of the employees;
Electricity cost;
Telephone, e-mail costs or website subscription;
Consumable materials;
Rent;
Transportation and fuel costs;
Travels;
Newspaper and Television adverts;
Printing and distribution of promotional materials.

Instructions for Filling
Second column is Name of Supplier. The name of the subjects, which delivered the
goods or provided the services, should be entered into this column. Suppliers could
be legal entities or natural persons. If the supplier is legal entity, the official name
should be entered. If the supplier is natural person his/her name should be entered
into this column. For payment of salaries to employees it is not necessary to enter all
their names – it would be sufficient to state “workers’ gross salaries”. However, if
honorarium is paid to an individual for carrying out some services it would be
necessary to provide the name and (ID) identity number.
The third column shall contain information on Type of Service whose supplier must
be registered, authorized or qualified.
The Quantity shall contain the quantity of service, if service is measurable.
There is also the total value of the service, which states the costs of service, or
goods supplied the Political Party.
The amount paid by Political Party states the value of goods and services provided
for which the Political Party was paid. In some cases, a real value of delivered goods
or service provided and the value that Political Party has paid is not the same. The
difference to the benefits of the Political Party presents donation or contributions of
the supplier or service provider to the Political Party.
There is also the column that contains the Date of Payment for goods delivered or
service provided.
At the bottom, date of filling the form, signature and name of person authorized for
completing the financial reports shall be entered and certified with the Political Party’s
seal.

24

PPF Manual

Form 5

ADMINISTRATIVE EXPENDITURES
Name of Political Party: ______________________________
Period of Report: __________________________________
S/N

Name of Supplier

Please include:

________________
Date

(i)
(ii)

Type of Service

Quantity

Total value of service

Amount paid by
political party

Date of payment

Expenditure at all party levels
All categories of expenditure
_________________
Seal

_________________________
Names, signature of Authorized person

Form 5 Page1
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