
GUIDANCE ON THE COMPLETION OF MONTHLY RETURN TEMPLATE 

1) GENERAL COMMENTS 

a) All cells marked in grey are read-only, this means they are not editable 

b) All cells with blue borders are auto-calculated and are not editable 

c) All BLANK (NON-COLOURED) cells need your input and they must be FULLY completed where necessary otherwise LEAVE BLANK 

d) All cells with SELECT options must be SELECTED CORRECTLY 

e) All DATE formats MUST be CORRECTLY FORMATTED. Date format: Day/ Month/ Year e.g. 23/10/2021  

f) You are ONLY ALLOWED to add MORE ROWS and NOT ALLOWED to add COLUMNS in PROCUREMENT SUMMARY worksheet. 

 
g) For ALL CURRENCY OTHER THAN ZWL$ or US$, PLEASE CONVERT to US$ using current BANK RATE 

h) For INSTITUTIONAL STATUS-CHECKLIST,REGULAR PROCUREMENTS-CHECKLIST and COVID-19 CHECKLIST please SELECT the 

CORRECT OPTION 

i) The sheet ONLY ALLOWS you to ADD more columns to REGULAR PROCUREMENTS-CHECKLIST, COVID-19 CHECKLIST and ERRP 

CHECKLIST worksheets. 

j) Please enter value in all cells as a single digit without the currency or separated by commas or spaces. Only enter (e.g 23456.55) not 

($23,456.55 or 23 456.55) 

2) When ADDING A ROW please follow the following steps: 

 1st Step: Highlight the whole row/ Select the whole row e.g. Row 65 

 



 

2nd Step: Right click to get the menu and select/ click Copy (Circled in red below)

 

3rd Step: Right click to get the menu and select/ click Insert Copied Cell (Circled in red below) 

 
 
****THIS ALLOWS YOU TO COPY AND PASTE WITH ALL THE FORMULAS 
****NOTE: WHEN ADDING A NEW ROW YOU ONLY DO IT WITHIN THE SPECIFIC SECTION OR BEFORE THE TOTAL ROW OF THAT SECTION 
 

 



FOLLOW GUIDELINES TO COMPLETE THE RETURN 
Section 1&2 

 

 



 
Section 3 

 

 
 
 
 
 
 
 
 
 
 



 
Section 4 

 

 
 
Section 5 

 

 



 

 

 

 



 

 

 


