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Authority, Purpose & Scope

1.1 This regulation is issued pursuant to Section 30 and Paragraph 7 of the Public Financial

Management Law, 2018.

1.2 This regulation is a “disallowable instrument” as defined in the PFM Act and in accordance

with Section 7 is subject to a review period not to exceed ten (10) days by Parliament

1.3 The purpose of this Regulation is to provide guidelines for filing, safekeeping and retention of

financial records (documents). This applies to both physical and electronic financial documents.

15 This regulation applies to to all agencies, entities and institutions of the Hirshabelle State of

Somalia as defined in Section 1, Paragraph 3 of the Public Financial Management Law, 2018.

1.4 The broad categories of financial records covered by this regulation are:

Bank Account Records

Expenditure Records

Receipts and Revenue Records

General Ledger Records

Salaries and Related Records

Capital Asset Records

Procurement Records

Other Accountable Financial Records

Taxpayer returns

Documents relating to case management
maintained)

Documents relating to Appeals

Applications for exemption and exemption certificates
Records and documents of statutory committees

Registers of Taxpayers and taxable properties

1.5 This regulation does not apply to documents from:

(Manual & Eleq‘_tmnic)
(Manual & FMIS maintained)
(Manual & FMIS mainfained)
(FMIS maintained)
(Manual & FMIS maiﬁfai ned)
(Manual & FMIS/AMM 1nainfained)
(Manual)
(Manual)
(Manual)

(Manual and RMS

(l_\fi_anua])
(Manual)
(Appeals Board)

(Electronic databases, with };istoly)
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Social media records such as Facebook, Twitter, LinkedIn, blogs, wikis,

Photographs — e.g. official photographs documenting business activities, Flickr

Videos — e.g. YouTube, Vimeo, video conferencing, teleconferencing, video instant messaging and
podcasts

Electronic messaging — e.g. voicemail, instant messaging (including Lync & Skype), SMS (short
message service), multimedia message service (MMS), excluding Email and other electronic word

processing documents such as Word and Excel.

Definitions

“Record” means any recorded information or data (documentation), related to the transactions of the
government, in any physical format or media created or received by an organization during its course
of official business and kept as evidence of policies, decisions, approvals, procedures, functions, and

transactions

“Financial Record” means any record that pertains to public finance transaction of the Hirshabelle

State of Somalia

“Records Management” means the process and organizational function of efficiently and
systematically controlling the creation, receipt, maintenance, use and disposition of records. This
includes processes for capturing and maintaining evidence of and information about business
activities and transactions in the form of records. to meet operational business needs, accountability

requirements and community expectations.

Public Finance Transaction Documentation Filing, Safekeeping & Retention Policy

3.1 Principles

3.1.1  Records are valuable assets of organizations. Good records management not only helps
protect records, but also enhances organizations’ operational efficiency. Records management is an

important function of any government. Good and proper recordkeeping is evidence of a well-

governed entity and is an integral part of, rather than incidental to, any government unit,
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3.12 By setting out the principles and good practices relating to records management, and
providing guidelines, this document aims to help government entities and their staff to assess the way

in which they are managing their records and to pursue improvements if necessary.

3.1.3  In the absence of adequate resources to implement a fully modern and state-of-the-art records
management system to capture all the various records related to public finance transaction, this
regulation seeks to set out some minimum requirements to guide the entities of the Hirshabelle State
of Somalia As the Hirshabelle State of Somalia matures and has access to greater resources, both

human and financial, it is fully expected that this regulation will be updated as required.

3.2 Record filing
3.2.1  Financial record filing must be well organized and classified in a systematic, logical,
consistent and scalable manner to facilitate accurate and complete documentation retention and

retrieval.

3.22  The filing system must provide robust security and access control for records, both physical

and electronic.

3.2.3 See Appendix 1 to this Regulation for guidance on characteristics of the filing system for

public finance records.
3.3 Record Safekeeping

3.3.1  All records storage areas must be clean, tidy, secure and free from water and fire hazards.

Records must be stored in records storage equipment without having them stacked on the floor or on
the top of cabinets and racks.

3.3.2  Records must be stored in an environment that is compatible to their format and retention

period.
3.3.3  Records storage areas must be secure against unauthorized access.
3.3.4  All original manual records, as indicated in Appendix | to this Regulation, must be scanned

(if not in electronic mediums) and stored electronically on a 3" party site should government off-site

electronic storage facilities not be sufficient.
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3.3.5 The Director General (Permanent Secretary) shall issue further instructions on how electronic

documentation will be stored offsite.

3.4 Record Retention

3.4.1  Refer to Appendix 1 to this Regulation for record retention policy.
3.5 Document Disposal

3.5.1  Public Finance Records disposal will be controlled centrally by Director General (Permanent

Secretary) of the Ministry of finance.

3.52  All financial record disposals by entities described in paragraph 1.4 must make a formal
request to the Director General (Permanent Secretary) of the relevant Ministry in a format to be

prescribed by the Director General (Permanent Secretary)

3.5.3  The Director General (Permanent Secretary) must notify and seek approval from the Auditor

General for disposal of documents before undertaking disposal.

3.54  The Director General (Permanent Secretary) must keep a register of all documents that are
destroyed. The key information to maintain in the register is (i) date of disposal, (ii) description of
documents destroyed, (iii) the method used to destroy the documents, (iv) person who supervised the
disposal, (v) reference numbers of letters and dates permission was given by Auditor General to

destroy records.

3.5.5  All paper documents are to be disposed of in a two-step process. The first step is to shred the

documents and the second step is to burn via an incinerator.
3.5.6  All electronic documents are to be disposed using industry-standard electronic file shredding
software. If not maintained locally, when selecting the 3™ party storage service, this ability must be

investigated to understand the ability to permanently destroy. Electronic file shredding will be fully

coordinated with the ICT Director of the Hirshabelle state of Somalia.
Entry into Force

4.1 This Regulation is deemed to have entered into force on date issued of of 31/03/2018
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Mr. Mohamed Mohamud Abdulle
Minister of Finance and Economic Development

Hirshabelle State of Somalia
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