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FINANCIAL ADMINISTRATION FOR WATER USER GROUPS
BOOK KEEPING I RECORDKEEPiNG

(PIPED WATER SCHEMES)

1. Introduction

TheWaterSupplyCompany,which is ownedby yourandseveralotherWaterUser
Groups,will, in accordancewith thenewWaterPolicy oftheTanzanianGovernment,
becomethe legal ownerof thepipedwaterschemethatguaranteesyouacontinuous
supplyofcleandomesticwater. Justlike any otherownerof anyothereconomicgood, the
WaterSupplyCompanyis madefully responsiblefor theproperoperationandmaintenance
of thewholescheme.

So yourWaterUserGroup, togetherwith all otherWaterUserGroupsin yourand
perhapsneighboringvillages, aretheformal ownersof oneof theWaterSupplyCompanies
in the region.You will haveselectedsomebodyfrom yourgroupto representthegroupas
an official memberof theWaterSupplyCompany.Theresponsibilityfor properoperation
andmaintenanceofthewatersupplysystemhasbeendelegatedto themanagementofyour
Water SupplyCompany.

You andtheothermembersofyourWaterUserGroupwill be askedto regularly pay a
reasonablecontributionfor keepingyourwatersupply systemin permanentoperationand
properlymaintained.How muchthis is will dependon thecomplexity ofthesystemandon
thetotal numberof peoplewho aretaking waterfrom thatsystem.Detailedguidelineson
howyourWaterSupplyCompany,fully responsiblefor themanagementofthe scheme,
shouldcalculateappropriatewatertariffs for differentcategoriesof waterusersaregiven
in a separatemanual“FinancialManagementandAdministrationofWaterSupply
Companies”.

YourWaterUserGroupconsistsofmanyhouseholds.Becauseall householdsareliving in
thevicinity of apublic domesticwaterpoint or arerelatedto eachin someotherway, the
individualmembersofyourgroupusuallyknow eachotherquite well. For taking
importantdecisions,suchashow to collectthewatertariffs from thewateruserson a
regularbasisor thesanitationrulesthathaveto be applied at thewaterpointsite, it will
sometimesbe impracticalto directly involve all membersofthegroup.Thereforeeach
WaterUserGrouphaselecteda UserGroupCommittee,consistingofaChairperson,
Secretary,Treasurerand threemembers.TheCommitteehasbeengiventhepowerby the
membersoftheWaterUserGroupto takedecisionson behalfofthewholeUserGroup.

We understandthat youareamemberofthe electedUserGroupCommitteeofyourWater
UserGroup.You areselectedby themembersofyourgroupto representthemon the
Committee.You weregiven this responsibility,becausepeoplehaveconfidencein you.
Theyknow that you will keeptheir interestin mind whenyou takepart in thedecision
making.



As aCommitteememberyouareresponsiblefor a largevarietyofthings: keepingrecords
ofthemembers,theadministrationoffinances,communicationwith theBoard ofDirectors
ofyourWaterSupplyCompany,conductingmeetingswith all themembers,supervising
constructionwork andmajorrepairs,andmanyotherthings.Perhapsmostimportantof all
theseactivitiesis keepingproperrecordofall financial transactionsoftheWaterUser
Group.This is becausea properhandlingofthefinancialrecordsoftheGroupis directly
relatedto theconfidenceandtrustyou will havedevelopedwithin yourUserGroup.

This manualwill guideyou in makingproperarrangementsfor all mattersthat arerelated
to theadministrationof yourWaterUserGroup.Thefollowing subjectswill be discussed
in amannerwhich is practicalandeasyto understand:

1. How to registerthehouseholdsthatbelongto yourUserGroup.

2. How reasonablewatertariffs arecalculated.

3. How to collectthewatertariffs from themembersofyourUserGroup.

4. How to keepproperrecordsoftheUserGroup’sfinancialtransactions.

We would like to emphasizethat themainpurposeofthis manualis to giveyou guidelines.
Themanualprovidesyou with somepracticalrecommendationson howthings couldbe
organizedwithin yourUserGroup.Besidestherecommendationsgiven in this nianual,the
managementofyourWaterSupply Companywill alsoprovideyou from time to time with
directiveson how yourUserGroup’sadministrationshouldbe organized.If adoptedand
approvedby theCompany’sBoard ofDirectors,thesedirectivesarebinding.
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2. How to register thehouseholdsthat belongto your User Group

I

For administrativepurposesit is essentialthat you keepagoodrecordofthehouseholds
that arememberofyourUserGroup.A householdcouldbedefinedasfollows:

• A unit consistingofahusbandandwife with orwithoutchildrenbelow 18 yearsor
• a wife with or without children below 18 yearsin a polygamousmarriageor
• individual adultsof 18 yearsandabove,whoareregisteredon theirown standing.

As both thequantityaswell asthecompositionofthehouseholdsin yourUserGroupwill
changeoverthetime, therecordswill haveto be updatedon a regularbasis.

For everyhouseholdit is importantto get thename(andage)ofthepersonwhoactsas
headofthehouseholdandthename(s)oftheperson(s),who canbe recordedashis orher
dependents(wife andchildren).For practicalpurposesit is recommendto alsoinclude all
family membersunder18 years,who arepermanently(longerthanthreemonths)living
underthesameroofastheheadofthehousehold,aspartofthat household.

TheWaterUserGroupCommittee,ofwhich you areamember,is held responsiblefor
keepingthe RegisterofWaterUserGroupMembersup to date.In practicethis taskwill
begiven to the SecretaryoftheCommittee.Thestandardlay-outofsuchaRegistercould
beasfollows:

REGISTER OF WATER USER GROUP MEMBERS

Nameof Water User Group

SectionI - Householdsusing water from the DomesticWater Point

J

SectionH - Householdswith Private HouseConnections

3

House
hold

HEAD HOUSEHOLD DEPENDENTS
Name(only onename Year of Name Yearof Relation to

No. per household) Birth Birth Head of
Household

etc.

2.

House
hold
No.

HEAD HOUSEHOLD DEPENDENTS
Name (only one name
per household)

Year of
Birth

Name Year of
Birth

Relation to
Head of
Household

2.

etc.



3. How reasonablewater tariffs are calculated

The sourcefrom whereyou and the other members ofyour Water User Group get your
water, whether this is a handpump,a public tappointor aprivateconnection,is something
that deservesto be treated with utmost care. Your life dependson it, literally!

Good care meansa regular maintenanceof thewhole water supply system,both technical
and hygienic (the cleanlinessofthe water sources).If thesystemonly consistsofashallow
well and a handpump, maintenanceprocedures are rather simple. For that reasonthe
concernedUserGroupis askedto takefull responsibilityfor thecomplete“management”
ofthesystem.

If, as in yourcase,thewaterpoint you areusing is part ofa morecomplicatedpiped water
scheme,thingsbecomea bit moredifficult. Theresponsibilityfor maintainingsucha
systemis sharedwith manyotherWaterUserGroups,all using thesamesystem.The
WaterSupplyCompany,representingtheinterestsofall UserGroups,belongingto the
system,hasin this casetakenover all technicalmaintenanceresponsibilities.Ontheother
hand,you should at all timesrememberthatyourGroup will still remainresponsiblefor
keepingthepublic tap pointofyour Groupclean,orderlyandtidy!

Thepriceyou will haveto payfor obtainingcleanwaterfrom a sourcethat is closeto your
house,thewatertariff, will dependin thefirst placeon thecostswhich the WaterSupply
Companyhasto makefor “producing” thewater.Also theamountofwaterusedduringa
certainperiodoftime is playing a role. Thecalculationof reasonableand economically
justified watertariffs for a pipedwatersupplyschemeis rathercomplicated.You andthe
othermembersofyourUserGroupareregularlypayingthatwatertariff to theWater
SupplyCompany.We adviseyou to asktheperson,who representsyourUserGroupas
memberofthe Company,to giveyou asimpleexplanationofhow thewatertariff hasbeen
calculated.

Thefrequencyofpaymentofwatertariffs by membersofUserGroupsthat belongto a
WaterSupplyCompanyis decidedby themanagementoftheCompany.Monthly payments
areasarule demandedby mostCompanies.
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4. How to collectthewatertariffs from themembersof yourUserGroup

It is essentialto keepagoodrecordof all paymentsofwatertariffs by themembersof
yourUserGroup.In orderto get agoodoverviewof all paymentsmade,weadviseyou to
write all thenamesoftheheadsofthehouseholdsin onecolumn ona largepieceof(thick)
paper.First write thenamesofall theheadsofthehouseholdsusingwaterfrom adomestic
waterpoint, thenstartwith thenamesoftheheadsofthehouseholdswith privatehouse
connections.Behindthenamesoftheheadsof thehouseholdsyoudrawtwelvecolumns,
onefor eachmonthoftheyear(you startwith Januaryandyou endwith December).You
now havecompletedtheTariff Cardof yourUserGroupasfollows:

TARIFF CARD - WATER USERGROUP

Monthly Water TariffDWP Users: Tshs
Monthly Water TariffHouseConnections: Tshs

-NameHeadHousehold Jan. Febr. March April May June July Aug. Sept. Oct. Nov. Dec.

DWP Users
PlusMsigwa
RebeccaJulius
HalimaAIxlalIah
MahaligwaKauzeli
MbondeBungo
DaudiGinzell

etc. — ~.—
i.

House Connections
David Macha .

Nk~iijãMãiidã~~ —- ~-— -____ ~--.

FrediMwanga
GaudaSanga
QueenMela

etc.

Usually oneor moremembersoftheUserGroupCommitteewill collectthewatertariff.
from theUserGroupmembers.Receiptsin the form of tariff ticketswill be issuedfor each
payment.For pipedwaterschemeswatertariffs will be collectedfrom two categoriesof
waterusers:householdsusingwaterfrom adomesticwaterpoint and householdswith
privatehouseconnections.Businessesandinstitutionswill pay theirwatertariffs directlyto
theWaterSupply Company.

The Treasurerof yourWaterUserGroupCommitteewill havetariffbookswhich areto be
usedto collectwatertariffs from eachUserGroupmember/household.UserGroupsthat
belongto a pipedwaterschemehavetwo typesoftariff books:tariff book A for domestic
waterpoint usersandtariff bookH for userswith privatehouseconnections.All newtariff
bookscontaina setof clearlynumberedtariff tickets.In particularfor pipedwaterschemes
strict rulesapply. Tariff booksarein that caseissuedby theWaterSupplyCompanyand
will from time to time officially be handedoverto theTreasurersofthe respectiveWater
UserGroupCommittees.
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Immediatelyaftercollectingthewatertariffs from theUserGroupmembers,theTreasurer
ofyourUserGroupwill markthepaymentson theTariffCardin the concernedperiod
columns(months)behindthenamesoftheheadsof theconcernedhouseholds.As amatter
of conveniencewerecommendyou to write only ticket numbers(from thetariff books)in
theconcernedcolumns.Whenno paymentis made,thespacein theconcernedcolumnwill
automaticallyremainblank.

As (at leastfor thetime being)thetariff ratesarethesamefor all individual households
within onecategory,thereis no needto write shilling amountsin thecolumns.Writing
ticket numbersin the columnsinsteadofshilling amountswill makeit mucheasierto check
laterwhethercertainwatertariff paymentshaveactuallybeenmadeornot. Defaultersare
easyto detect:theywill haveno ticket numberin oneormorecolumnsbehindtheirname,
dependingon thenumberofmonthsin which theyfailed to pay theirwatertariff.

TARIFF CARD - WATER USERGROUP

Monthly WaterTariff DWPUsers: Tshs
Monthly Water Tariff HouseConnections: Tshs

NameHeadHousehold Jan. Febr. March April May June July Aug. Sept. Oct. Nov. Dec.
DWP Users .
PlusMsigwa 2533 2595 2635 2704 2801
RebeccaJulius 2534 2802 2802 2802 2802
Halima Abdatlah 2485 2485 2485 2732 2732 2732 2732
MahaligwaKauzeli 2486 2486 2486 2486 2803 2803 2803 2803 2803
MbondeBungo 2535 2596
DaudiGinzell 2536 2597 2636 2705 2804

etc.

House Connections
DavidMacha 8752 8795 8823 8841 9001
NkenjaManda 8524 8796 8796 8796 9002 9002 9002
FrediMwanga 8754 8798 8827 8846 9003
Gau&Sanga 8694 8694 8829 8829 8829 8829
QueenMela 8755 8799 8830 9004 9004

etc.

When certainUserGroupmemberspreferto pay theirwatertariffs in advanceover longer
periodsthanonemonth,only oneticket/receiptwill beissuedfrom thetariff bookto the
concernedUserGroupmember.TheTreasurerof theUserGroupwill in that caseenter
the sameticketnumberbehindtheUserGroupmember’snamein theperiodcolumns
(months)to which thetariff paymentis related(e.g.January,FebruaryandMarchwhenthe
paymentis madefor thefirst quarteroftheyear).Thesameprocedureshouldbeusedfor
theadministrationoflatepayments(the collectionofunpaidwatertariffs from previous
months).We adviseyou to drawasimplearrowunderthefirst or lastnumber,depending
on whetheryou aredealingwith an advancepayment(arrowunderthefirst ticket number)
or a latepayment(arrowunderthe lastticket number).

Copiesof theoriginal tickets, given to theUserGroupmembersafterpaymentoftheir
watertariffs, arekeptwith theTreasurerofyour WaterUserGroup.Any UserGroup
memberis entitled to checkthesecopiesof theoriginal tickets.
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Eachmonth theTreasurerofyourWaterUserGroupmustsendtherevenuecollected
from themembersoryourUserGroupto theTreasureroftheWaterSupplyCompanyfor
recordingandcustody.For recordingpurposesit is importantthatat theend ofeach
month,afteryourTreasurerhascompletedthecollectionofwatertariffs from all the
membersofyourUserGroup,a specificationis madeof:

1. theamountof watertariffs collectedfrom theUserGroupmembers,referringto that
month,

2. theamountofwatertariffs that representpre-paymentsfor thecomingmonth(s)and
3. theamountofwatertariffs that represent(late) paymentsfor thepreviousmonth(s).

Thetotal ofthesethreeamountsshouldbe equalto thetotal amountin cashreceivedfrom
theUserGroupmembersovertheconcernedmonthandhandedover to theTreasurerof
theWaterSupplyCompany.

For accuraterecordingpurposes,themanagementoftheWaterSupplyCompanywill
strongly recommendtheTreasurerofyourUserGroupto usea RegisterofMonthlyWater
Tar?ffReceipts(seeexamplehereunder).ThisRegisteralsocontainsthenamesof theUser
Groupmembers(headsofhouseholds)andis alsodivided overdomesticwaterpointusers
anduserswith ahouseconnection.After completingthemonthly watertariff collection,
theTreasurerwill indicatebehindthenameofeachUserGroup memberthe total amount
ofwatertariffs, collectedfrom that personduringthat month,theconcernedticket number
andtheperiod,statedin months,to which theconcernedpaymentis related.

REGISTER OF MONTHLY WATERTARIFF RECEIPTS ______

Month: May Year: 19

NameHeadHousehold Amount Received
duringmonth
(Tshs.)

Tariffbook
ticketno.

Paymentfor
period:Indicate
months)

DWPUsers
PlusMsigwa 200 2801 May
RebeccaJulius 800 2802 Febr.- May
HalimaAbdallah Paidearlier
MahaligwaKauzeli 1,000 2803 May - Sept.
MbondeBungo
DaudiGinzell 200 2804 May

etc.

House Connections
DavidMacha 1,000 9001 May
NkenjaManda 3,000 9002 May - July
FrediMwanga 1,000 9003 May
GaudaSanga Paid earlier
QueenMela 2,000 . 9004 April - May

etc.

Rememberthat entrieson thetariff cardaremadeeverytime whentheTreasurerofthe
UserGroupreceivesa paymentofwatertariffs by oneofthe UserGroupmembers.The
RegisterofMonthly WaterTariff Receipts,however,is completedonly onceamonthafter
theTreasurerhasreceivedall watertariffs from theUserGroupmembersoverthat month.
After a final checkofwhetherall watertariff receiptshavebeenproperlyrecordedin the
UserGroup’scashbook (seefollowing chapter),thetotal amountof monthly watertariff
receiptswill be handedoverto the Treasurerof theWaterSupplyCompany.
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5. How to keep proper records of the UserGroup’s financial transactions

All membersofyourUserGroupregularlypay a certainamountofmoneyto theTreasurer
of theUserGroupCommittee.Thatmoneyandthemoneycollectedfrom otherWater
Usergroupsshouldenablethemanagementof theWaterSupplyCompanyto properly
operateandmaintainthe systemthat guaranteesthewaterusersacontinuoussupplyof
cleandomesticwater.At any time theUserGroupmembershavetheright to know
whethertheirmoneyhasbeenproperlyrecordedand handled.Forthat purposeheor she
canasktheTreasurerto showtherelevantfinancial records:theTariff CardandtheUser
Group’scashbook.

How to dealwith the TariffCardwe haveseenin thepreviouschapter.In this chapterwe
will giveyou somepracticalguidelinesconcerningtheuseoftheUserGroup’s cashbook.
In this booktheTreasurerwill enterall cashtransactionsoftheUserGroupon a daily
basis.Cashreceiptsandcashexpenditurewill be enteredin different columnsin thebook.
Anothercolumnwill showthebalanceofcashincomeandcashexpenditure.At any time
theTreasurercanthuscheckwhetherthecashbalancein his cashbook still corresponds
with theamountofcashwhich is kept in theUser Group’scashbox.

This is how thecashbook ofyourUserGroupcould look like:

CASHBOOK Month: Januaty1997

Date No. Description Income Expenditure Balance
1/1/97 Broughtforward 2,000 2,000
3/1/97 2801/24 Watertariffs 4,800 6,800
5/1/97 2825/42 Watertariffs 1,600 8,400
7/1/97 9001/12 Water tariffs 10,000 18,400

10/1/97 0455 Travelexpenses 500 17,900

10/1/97 0454 Transferto WSC —________ 16,400 1,500
3 1/1/97 Carriedforward 1,500 0

Total 18,400 18,400

Balance checked (treasurer) (Committee member)

CASH BOOK Month: Februaty1997

Date No. Description Income Expenditure Balance
1/1/97 Broughtforward 1,500 1,500

All cashreceiptsoftheUserGroup arerelatedto thereceiptof watertariffs from theUser
Groupmembers.Earlierwesawthatcopiesofthe original tickets,that aregiven to the
UserGroupmembersafterpayingtheirwatertariffs, arekeptwith theTreasurer.These
copiescannow beusedby theTreasurerto makean incomeentry in thecashbook at the
endofthe day whenwatertariffs were received.
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All cashexpensesoftheUsergroupshouldbe supportedby paymentvouchers.This is a
simpledocumentstatingtheamountpaid,thenameandsignatureoftherecipient,the
purposeofthe paymentandthedateof payment.All paymentswill haveto be authorized
by eithertheChairpersonorthe SecretaryoftheUserGroupCommittee.In thecaseof
yourUserGroup,therewill beonly two typesofcashpayments:themonthlypaymentof
all watertariffs, receivedfrom theUserGroupmembersduring thatmonth, to the
TreasureroftheWaterSupplyCompanyandsomeminor paymentsfor travel expenses,
etc.Lastmentionedpayments,takenout oftheUserGroup’spetty cash,will haveto be
authorizedby theTreasureroftheWaterSupplyCompanyand, at a later stage,be
refunded. After enteringthepaymentsin the expenditurecolumnoftheUserGroup’scash
book, theconcernedpaymentvouchersshouldimmediatelybeput in theseparatepayment
vouchersfile.

Usually the cash book is closed at theendofevery month.Thelastmentionedbalance
(usuallya smallamountfor petty cash)hasto be carriedforwardto the nextmonth,that
amountbeing theopeningbalancefor that month.Thecashbalanceat theendofthe
monthis expectedto be equalto theactualcashavailableatthat time. Theactualcashhas
to becountedby theTreasureroftheUserGroupCommitteein front of at leastoneother
Committee member. The Committee members have to sign at the bottom of the cash book
to certify thatthecashcountwascorrect.

Theamountofpetty cash,held by yourUserGroup shouldbekeptassmall aspossible,
sayTshs.2,000might besufficient. MaybetheTreasurerofyourUserGroupwill haveto
make some travel expenses or has to buy some stationary items. But in principle all these
expenses should be charged to theWaterSupplyCompanyandat a later stagebe refunded
by the CompanyTreasurer!

Paymentvoucher

No Date’

Paid to

the sum of shillings

Being payment for

Amountreceivedwith thanks

Tshs

Paymentauthorized:
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6. Conclusion

After having studied this manual, weare confident that you are now capableofcarrying
out thefinancialadministrationof your UserGroup.We hopethatwehavegivenyou
someideasonhowtheessentialrecordsoftheUserGroupcanbeproperlykept.

ALWAYS REMEMBER:

A CORRECT USE OF MONEY

AND PROPERLY KEPT BOOKS

WILL CREATE CONFIDENCE AMONG THE MEMBERS

OF YOUR WATER USER GROUP!
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