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Instructions:-

Answer both questions.

Provide brief answers. (point form)

01.

Proper planning and management of the financial activities of the school can be done

through the school budget. Supervisory managers, must follow a procurement

process, maintain and update books and documents in order to fulfil the school

physical requirements. The study and understanding of the legal regulations relevant

in the management of school activities will be a tremendous support in raising quality

in the activities of a manager.

(i)

(i)

(iii)

(iv)

(V)

As indicated above, explain briefly how the annual budget plan is made use of
as a management plan to provide the needs of the different sections of the
school. (05 Marks)
Explain briefly how the tender documents are prepared by the School
Procurement Committee, in order to purchase a computer. (05 Marks)
Show briefly how the goods ordered for the school when received are entered
on the Inventory. (05 Marks)
State two points that should be considered/examined by the School Treasurer,
in order to enter them in the monthly bank reconciliation. (05 Marks)
State the amounts that can be charged by a school as facilities and services
fees according to current circulars. (05 Marks)
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(vi)

(vii)

(viii)

(@)

(b)

Write briefly two laws that can help in maintaining school activities.
(05 Marks)
Give a short account with examples, of the legal background that the teacher
in charge of discipline in your school should know before he punishes the
students. (10 Marks)
Clarify with reference to the principle of ‘responsibility for security’, how
students should be looked after in school. (10 Marks)
(Total — 50 Marks)

The School Development Executive Committee supervises how you execute
the school financial management. You and the Treasurer who manage the
financial activities must forward systematic and updated information monthly
to the School Development Executive Committee.
Q) Show how the Receipt Books necessary for the school must be printed
and maintained.
(i) Name the two documents in which purchases for the school are
classified and entered as capital goods and consummables.
(iii)  As the officer approving expenditure show briefly the facts taken into
consideration in approving a paying voucher.
(25 Marks)
You give priority to maintaining the discipline in the school. Explain two
occasions with examples, where parents can go against the punishments meted
out by you identifying them as infringement of fundamental rights.
(25 Marks)
(Total — 50 Marks)
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