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FINANCIAL MANAGEMENT WORKSHOP
PLANNING AND BUDGE | ING
KENYA

QUERALL PROGRAMX
SUNDAY _AETERNOON AND EVENING
A QRENING CEREMONIES

1. WELCOMING RLMARKS

2. INIRODUCTIONS AND APPROACHES
a.  Introdoctions
Stalf and participants
b Schema for [ntire Workshop Scries

(1) Financial Managewaenl,
Planning and Budgeling

(2)  tFinancial Management
Revenue Generalion

(3)  Financial Muanagouent,
[xpenditure Management
and Conlrol

(4) Financial Managemenl - Planning,
Organizing, Stalfing, Leading,
Contro’ .ng, and
Related Support [swues

Morkshop sposored by (e Minisiry of Local Govermment;
Covermnenlt Training In.lituto Mombaca; and the Regional
Office of Housing and Urban Dovelopment, USAID/Kenya
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5. Workshop Schedule

Sunday Afternoon and Evening

5:00 p.m. -~ 6:30 p.m. Opening Session
7:00 p.m. - 9:00 p.m,. Opening Dinner

Monday-Friday

8:00 a.m. - 10:30 p.m.: Workshop Sessions
10:30 a.m., - 10:45 a.m.: Morning Break
10:45 a.m. - 12:45 p.m.: Workshop Session
12:45 p.m. - 2:00 p.m.: Luncheon Break

2:00 p.m. - 3:30 p.m.: Workshop Session

3:30 p.m. - 3:45 p.m.: Afternoon Break

3:45 p.m. - 5:00 p.m.: Workshop Session*

Friday Evening
7:00 p.m. - 9:00 p.m.: Closing Dinner

* Sessions may run to 5:30 p.m. if necessary

6. Workshop lLogistics

As appropriate.

B. OPENING DINNER

Evening Reading Assignment: Items #s 7 through 17 and Appendices A, B,
C, and D




Workshop
Materials

MONDAY - FR

MONI RIDAY PROGRAM - SUBSTANTIVE
PROGRAM ON

P
ANNING AND BUDCETING

DAY
PL

MONDAY MORNING

A RELQ1;(NSH;PWQLMBLQNNJNQETO FINANCIAL MANAGEMEWT TO PUBLIC
FINANCE
1. Importance of sound public finance at
the level of local aulhorilies. ffs 3 &4
2. Excellent financial management as the
kev Lo sound public: finance,
3. Good planning as an cssenlial olement of

excollent inancial managoement. . #5

B.  SOUND PLANNING NS 1L IRST MAJOR RISPONSIBILITY OF
THE WORK OF THE + (NANCLAL MARAGER NND FIRST STEP ]
_EINANCTAL MANNCEMENT CYCLE

Introduclion fis 6 & 7

L. Planning required for all aspocls of a
local aulhority's activil ios.

a. Planning lor capilal projects

b. Planning for operating activities

c. Planning for administrative and

Financial supports, i 8

2. lwo major caleogorice af plans and budgels

a. Work of an oroanizal ion

b. Carrying out of a projeocl
3. lLeng-range planning undoertaken First

a, Importance of lang- range planning

b. Piine span(s) of long-rango plans

c. Detail required in Tong- range plans

d. Financial repreosontation of Long -rangoe

plans
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Workshop
Materials
2.  lLong-range plan a detailed guide to
action or merely a signpost?
. Updating ol long-range plans
4. Shorl-rango planing as the imnediate step
ahvad in tmplementing the long-range plan
a Shorl-range planning following on
Long -range planning
b, Tdme epan(<) of whort rangce plans
c. Relatron of the shart range plan
to the Tong range plan #9
d. Detail required in short range plans
c. Shorl range plan a detailed guide to
action or merely a signpast?
5. long range (inancial planning and
shorl range budget ing as inlLegral
parte of planiing # 10
AL Long age Linancial plans
b short - range annual budget s # 11
KENYAN GOUIRNMENT PROCLSSIS AND EXPECTATIONS
REGARDING PLANNING AND BUDGETING
Yoo docal anthority planning
a. Contrdbution Lo the national government's
Five -year Development Plans
b One year colimates of Jocal aulhoriticvs # 12 &
Appendices

A& B



MONDAY _AFTERNOON

kuening Reading Assignment

b.

C.

d.

One--year ceslimales of local auvthorities,
cont., -

Local Nuthority Development Program

Dislrict Focus

National governmenl dve year Uovelopment Plans

Ministrios,

Disteicl

Focus, and paracstatal planning

a.

throo -year plans aof ministrios,
Dislrict Focus, and paractatals

One--year plans and estimates
of ministirice, Districl focus,
and parastatals

TUESDAY MORNING

4.

Summary of Kenyan Governmenl planning and
budget ing processoes

Trends in Kenyan govermment planning and

budget ing

Workshop oxercise:
improvemernt

lvaluate opporlunities for
in planning and badgeting by

local authorilics

Workshop
Materials

# 13
# 14

#s1h &16
and
Appendix
C

# 17 and
Appendi x
D

Ttems #s 19 Lhrough 23 and Appendix E

Appendix
K

# 18



). ELEMENTS OF PLANNING AND HOW _TO_CARRY THEM OUT

1. Good planning involues scueral steps

2. Firsl step: Dellining mission or purpose
a. What is "miccion" or "purpose"?
b.  Exampics of mission or purposc

3. Second step: foreccasting the relovant
enviromnent in owhich plans will be
implemented
a. Whal is a lorecast?

b. lwo types of forccasts:
exlornal and internal

(1) forecasls of the external environment
(2) torecasts of Lhe inlernal environment
C. Implications of forecasls
TUESDAY At TERNOON

d. Writing dewn forecasts and their
tmplications

¢. tormals for forccasts
(1) Forecasts wilh separale dimplications

(2) Forecastls dncluding implications

(3) Torecasts followed by sel of implications

(. Workehop excrcise: Develop purpose/mission

and forecaslys for an organization or
a project

bvening Reading Nesignment © Ttems fs 25 through 33
excoepl Tor [lem #28.

Workshop

# 20
# 21
# 22

# 23

# 24



Workshop
M ials

WEDNESDAY _MORN NG

. dhird step: Seliing objectives for an
organizalion or project

a. What i« an abjoective?
b. Specilicily # 25
¢. Hierarchy of objoclives

(1) Introduction

(2) Purposc or mission

(3) Long -range qoals

(4) Short range specific ochjectives

d. Standards for objectives # 26
e. Formats 7or objoctives , # 27
M. Workshop oxercice: Dovelop goals and # 28

objoctives for an organization or a
projecl

5. Fourlh step:  Develaping Lhe programn of
wark 1o be accomplishod

a. What i« o program?

b. Developing the work program # 29
C. Fime schidules # 30
d. Critical path 1< 3 &



Workshop
Materials

WEDNESDAY AFTERNOON

e,

f.

Accountabilities
Formals for programs and projects # 33

Workshop exercise: Dovelop a work
program for an organization or a project # 34

Lvening Reading Assigmnent: Llems # 3% Lhrough 4% except for

1leme #s

39

and 427,

THURSDAY MORNLNG

6.

Fitth <tep: Budgeting ac the financial
reprosentalion of Lhe program for Lhe
organizalion or projecl

o,

b.

Whal 1s a budgel? (# 10)
lnitial Cormulalion ol Lhe budgel # 356
(1) Expenditure budgel

(2) Income budgel

Initial budget appraisal

Formal budgel review and approwval

Rovision in lighl of [unding decisions

lFormals {or budgels

(1) Introduclion

(2) Projcect or program budget formats # 36



(3) Organization budget formats
(a) Ouverall organizalion budget
(b) Line item budgot
{¢) Mixcd dopartment and project budget
(d) Capriatl srajoct budqguot

(e) Budget broken down by qGuarters

(F) Typical annual budget with
comparisan yoar:s

(g) Uxamploes of asswnptions frequently
included 1n budget submicsions

(h) Revised budgets

g. Workchop oxcrciean: bevelop a budget for an
organizal ion or g projecl

Sixth step: Developing policics for plans
implewsntat pon
a. What ic¢ policy?
b Examples of policice

¢. Policirs as part ol Lhe plan

Seventh stop: Developing procodures fop
plans itwplomontalt ion

a. What i< a procodurc?

b, Examples of procodures

¢. Procedurce as parl of the plan
d. Formals 'or policics and procedures
¢, Workshop oxcorcjan: Dovelop policies

and procoedures ffor an organizaltion
or a project

Workshop
Materials

# 39

# 40

# A1

i 42



Workshop
Materials

THURSDAY AFTERNOON

9. Summary of the planning process # 43

REQULREMENTS FOR SOUND AND REALISTIC_PLANS
AND BUDGETS

1. Excellent data bases
a. Historical trende # 44
b Up-lo-dalo informalion

2. Sound revenue and expondilupe calculations # 44

o MANAGEMENT OF BUDGET [MPLEMINTATION

1. lhe budget as detailed guide or morely a
stunpost?

7. The budgel as a control taol

3. the budgel manager

4. Modifying Lhe budgol
a. Ongoing rovisions

b, Major budget changes regarding
which no option oxisls

¢ bualuation of propased new prioritics
d Periodic ivsuance ol pouised tnlgels

h. Conclusicns on budgel dmplemenlation



ERIDAY MORNING_
6. "BACK-JOME" PLANS AND BUDGETS

)

I Duevelopment of "hack-aome! pies and budgets

a. "Back-home" plane and budgots of
Tocal authaority . i

b.  "Back-home" nrogram of Lhe team of
contral and provincial government
of ficial-«

2. Reports by local authority and central
government teons on “back home” plans and
budgets

a. Reports by the local authority teams

[RIDAY. AFTERNOON

a. Reporls by the local aulhority teams, cont.

J

b, Report by Lthe central i provincial
governmoent (eam

Ho COMPLETION Of WORKSHOP EVALUATION QUEST1ONNALRE

FRIDAY EVENLNG
CLOSING CEREMUNIL S
i CLOSING DINNER

B. DISIKIBUTLON OF CERTIFICATES OF PARIICIPATLON

Workshop
Materials

# 46

# 47

# 48

# 49



FINANCIAL MANAGEMENT WORKSHOP No, 2
PLANNING AND BUDGE I'ING "

KENYA

X5,

X6

*8 .

X9

¥10.

LIST OF MATERIALS

_Afterncon

Overall Program

List of Materials

ay Morning

Public Finance at the Local Level (diagram)

How Lhe Local Financial Manager Looks on Public Finance
(diagram)

Management Functions Performed by the Good Financial Manager
(diagram)

What Good Financial Management Involues
(diagram)

Planning tlements and Considerations
(oubline)

Planning Responsibililies of Local
Aulhorities (diagram)

Relationship between Long-range and
Shert-range Plans (diagram)

Programs and Budgels - A Mirror Image
(diagram)

Planning a< It 1s Done and
as It Should Be Done (diagram)

Excerpls from "Estimales and Related Matters
- 1984", Circular No. 20/83, Ministry
of lLocal Governmenl, August 31, 1983

¥ Evening Assignment

1]



Monday_Aflernoon

*13 .

¥ld.

X15.

*17.

Excerpts from "local Authority Development
Programme Guidelines To Assist in Development
Projecl Planning and Tmplementation - Manual One:
Preparing Deve lopment Programmes”, Ministry of
Local Government, January 198%

Excerpls (rom Documenls Relaling Lo District
Focus

Excerpte from "lTreasury Circular No. 5 -
Programme Roview and Forwand Budget
1985786 - 1988/89", Minislry of Finance
and Planning, July 12, 1985

Excerpts from “Workshop Briefl 1/8% . Budget
Ralionalization Programme and Guidelines for
Programme Review and Forward Budget "
Minislry of Finance and Planning,

April 18, 198%, pages 1--8 anly

Excerpls from "lreasury Circular No.2 - Draft
Estimatcs of Revenue and Expenditure 1985/86, "
Ministry of Finance and Planning, April 18, 1985

Tuesday Morning

18.

*19.
¥20.
*¥21,

*¥22.

Workshop Fxercise: Evaluate Opportunities for
[mprovement 1in Planning and Budgeting by local
Authorities

Examples of Mission or Purpose

External Forecasts -- Factors and Examples (outling)

[nternal Forecasts - Faclors and Examples (outline)

Examples of Relevant lmplications of Forecasts

¥ Fuening Assignment



fTuesday Afternoon

*23.
21,

Examples of fForecasts Formats

Workshop Exercise - Develop Purpose/Mission and
Forecasts for an Organization or a Project

Wednesday Morning

*25,

*26.
*27.

?8.

*29,

*30,

*31,

*32.

Objectives -~ Planning Considerations and Examples
(outline)

Examples of Standards For Objectives
Examnples of Goals/Objectives Formats

Workshop Exercise - Develop Goals and Objectives
for an Organizeation or a Project

Programs - Planning Considerations and Example of
List of Work Steps (outline)

Example for New Housing Project of Sequence-of -
Event Analysis of Project Activities (diagram)

Example for New Housing Project of Critical Path
Analysis of Project Activities (diagram)

Example of Work Program with Criticai Path, Schedule

and Accountabilities for a Housing Project (table)

Wednesday Afternoon

%33

34,

Example of Program Format

Workshop Exercise - Develop a Work Program for an
Organization or a Project

¥ Evening Assignment






XA,

XB.

XC.

K

APPENDICES

"Ustimates and Related Matlers - 1984", Circular No. 20/83,
Ministry of Local Govermnent, Auguslt 31, 1983

"local Authority boetimates 1985%", Circular No. 28/34,
Minislry of lLocal Government, Oclober 10, 1984

"Treasury Circular No. b - Programn Roevicw and Forward Sudget

1985786 - 1988/89", Ministry of Finance and Pianning,
July 12, 198%, pp. 11 of 31 pagos

"Treoasury Circular No., 2 -- Dratt Fstimales ol Roevenue
and Expenditure 19845/86," Minictry of [dinanrce and Planning,
fpril 18, 1985, peaers 1-8 (only)

Excerpt (rom "Districl focus for Rural Decvelopmenl™,
OfFice af Lhe President, Revised June 1984 - Annex 1T
"N Short Summary of the G.0.K. Budgetary Process'", pp. 31-32

¥Euening Assignment
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FINANCIAL MANAGEMENT WORKSHOP
PLANNING AND BUDGETING
KENYA

HOW THE LOCAL FINANCIAL MANAGER LOOKS ON PUBLIC FINANCE

No.

Needs of
Comunity

Assets and
Activities

Services
Provided

times times

— >

Per-urit Charges

levies and Fees . .
for Services

p—

aquals

Roevenue l

Due

less

Failure to
Bill/Collect

exquals

Operating
Income

) Operating
Surplus/beficit

plus

Central Government
Transfers

plus

Borrowing

equals

Total
Revenues

{E_

TN

Overall
Surplus/Deficit

times

Direct Cost
of Services

oquals

}

Direct
Expenditures

plus

Administrative
Costs

cquals

Operating
Expenditures

plus

Capital
Expenditures

plus

Loan
Repayments

equals

Total
Expenditures

/

4

BX C 3 H QO 2 @8 9 %X @

HZ B Xm0y Z Y X

4



FINANCIAL MANAGEMENT WORKSHOP NO. 5
PLANNING AND BUDGETING

KENYA
MANAGEMENT FUNCTIONS PERFORMED
BY THE GOOD FINANCIAIL MANAGER
PLANNING
o Mission
o Forecasting
o Objectives
0 Programming
0 Budgeting
o Policies
o Procedures
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FINANCIAL MANAGEMENT WORKSHOP NO. 6
PLANNING AND BUDGETING
KENYA

ANOTHER VIEW OF WHAT GOOD FINANCIAL MANAGEMENT INVOLVES

STAFT
LEADING

]
2

| MANRGING & ! GENERATING !
CONTROLL | -

S. "REVENDE - !

! ExpEvDTﬁE5E5x£\\\”.—~_-___-__‘—‘—”,—I’Tﬁ.Trfrfr:__|
e = - == = Worksh

Workshoo rRshop




FINANCIAL MANAGEMENT WORKSIOP No. 7
PLANNING NND BUDGH [ ING
KINY 0

L. PLANNING FOR_ALL ASPECIS OF A LOCAL AUTHORITY'S ACTIVITIES

. Planning for capital projects
B. Planning lor operatinag acltivities

C. Planning for administralive and financial supports

Il WO _MAJOR CATEGORLES OF PLANS AND BUDGETS
fi. Work of an organizalion

B. Carrying oul of a project

IIT. LONG- RANGE NND SHOR1-RANGE PLANS
A. lLong -range plans (broador - signposts - updating)

B. Shorl-range plans (beeod on long-range plans - more
detailod - specific guide)

1V, PIANNING ST} RS
n. lol Slep: Befdning missian or purpose
B, 7nd Slep: Doueloping Morecasts and implications

1. External (arccanla and implications releovant for
Lhe plan

2. Internal forccacle and implications relovanl {or
Lhe plan

Coo3rd Step: Setling abjeclives
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PLANNING ¢
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VI,

MANAGEMENT OF BUDGET IMPLEMENTATION

A. The budgel aw detailed guide or signpost
B. The budget as conlrol tool
C. The budgel manager

D. Budgel revision

I

L

;



FINANCIAL MANAGEMENT WORKSHOP
PLANNING AND BUDGETING
KENYA

NO. 8

PLANNING RESPONSIBILITIES OF LOCAL AUTHORITIES

Personnel

Equipment

Supplics

Electrical/vater
Scwerage Needs

Owned,'Rented Buildings

Ete.

Budgeting
Revenue Generation
Taxes
Fees
Licenses
Etc.
Expenditures
Minagoement
Controls
Borrowings/Repaywents
Etc.

Security Services

Fire Services

Health Services

Highway Maintenance
Recreational Services
Education Programs
Market Operations

Bus Park Operations
Slaughterhouse Operations
Housing Administration
Scwerage Operations
Water System Operations
Etc.

SITLIAILOVY ONIIVHYIJO




FINANCIAL MANAGEMENT WORKSHOP NO. 9

PLANNING AND BUDGETING
KENYA

RELATIONSHIP BETWEEN LONG-RANGE AND SHORT-RANGE PLANS

Long-

Rance
Plan

Short-Fange
Plan

1986/87 1987/88 1988/89 1989/90 I 1990/91

1986/47

Layg-Range Plan

Shert-Ranqe Plan

DEVELOPIING THE TONG-RANGE AND SHORT-RANGE PLANS
é
L)
N Financial Plan l
. ‘
' Farecasts |
< (hjectivwes l
[— Work Proorams
Annual Budget
{ { J
1 1 T " T " T T
Jaruary Febrnuary tarch April May June



FINANCIAL MANAGEMENT WORKSHOP NO. 10
PLANNING AND BUDGETING
KENYA

PROGRAMS AND BUDGETS - A MIRROR IMAGE

AVl



No. 11

FINANCIAL MANAGEMENT WORKSHOP
PLANNING AND BUDGETING

KENYA
FINANCIAL PLANNING AS IT IS AND AS IT SHOULD BE
A. LONG-RANGE PLAN
AS IT IS DONE AS IT SHOULD BE DONE
Goals/Objectives Goals/Objectives
Financial
Work To Be ) '
Carried oOut ’
1
‘ , ) l | Work To Be Financial
[} .
l not Carried out Plan
: not I done !
i done ) '
I | {
! L - -

AS IT [S DONE

B. SHORT-xANGE PLAN

AS IT SHOULD BE DONE

Objectives

Work To Be
Carried oOut

) Objectives

|
|

@
not
done

not
done '
Work To Be
Budgot . Bud
Carried Out udget




FINANCIAL MANAGEMENT WORKSHOP NO .,

PLANNING AND BUDGE I'ING
KENYA

EXCERPTS FROM "EGIIMATES AND RELATED MATTERS - 1984,
LRUCULAR NO  20/83, MINISIRY OF LOCAL GOVERNMENT

AUGUST 31, 1983%

2. RESPONSIBILILY FOR DROFT LSTIMATLS

Lhe Town or Counly Irecasurer, as Lha Coiof Fipancial
Officer and Advicer, dis charged with the responsibility of
#zvising Lhe Council through its Finanze Commiltee on all
malters of Finance and Uthese dinclude {he [inancial
arrangement s .

Ihe Town Clerks and Clerks Lo Councila should, howover,
ensure Lhat there is proper co -ordinalion and lhat nvery
Departmenl submils dls proposals in time [or discuscion,

Tt ds important thal [roasurers should keep in constant
touch with their resprctive Provincial Lacal CGovernment
Officers at all stages, particularly on mallers of New and

12

Revised lovele of foce and Charges, Rale slruck, addiltional

cstablishment, new diome of expendilure olbc. ...

4, FORMAL OF 1L DRAFT LSTIMAITS

Like in all the previous years, Lhe Recurrenl Rudgel Format

should <how Lhe following:-

(1) Minules of Uhe tinancial and Goneral Purposes
Commillee approving Lhe 1984 Budgel, Logelhor wilh
a copy ol Lhe Comnillec Chairman's Specch
highlighling the 1984 Budget .

(a) Actual fiqgures for Income and Expoendilure For 1982

(h) Approved fdgures for Income and I'xpoenditure {or
1983,

(c) Probable figurce for lncome and Lxpendilure for 1983

X Some of Lthe excerpls in Lhis dlem have boon rearvangoed frow 1

order found in Appendix 0.
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(k) Staff List as shown in previous years and must indicate
the age of cach employee.

(m) A separate lisl of employees who will be 55 years in
the course of the year 1984,

o Lo the Estimates
giving reasons for major vari; ns from 1983
provisions and new ilems_of expenditure. These notes
should accompany all the copies of [stimates submitted
Lo tne Ministry,

(i) The Ireasurer's explanalory notes

5. RATES. LICENCES, FELS AND CHARGES
finy proposed levels of Fees and Charges, including
Rate ctruck, Lo be offecled from Ist January, 1984 should
be discussed early eonough and submitted here separately for
the Ministor's urgent aclion. Please note that the Fees
and Charges for 1984 are Lo be submitted separately and
carlicr than the bEstimales so that approval can be given in
Lime Lo make collection possible as from 1st January,
1984 . . ..

6. CAPITAL PROJECTS TO BE FINANCED IN 1983%

As in previous years, Local Aulhorities should only
include, in their Schedule of Capital Programmes for 1984,
Lhe schemes whose sources of (inance have been identified
and comnitment oblained from the financing institutions to
Lhe ef fect Lhat funds would be made avaiiable in 1984, ...

X1984 was actually meant.



FINANCIAL MANAGEMENT WORKSHOP NO, 13

PLANNING AND BUDGETING
KENYA

EXCERPIS FROM "LOCAL AUTHORITY DEVELOPMENT PROGRAMME
GUIDELINES TO ASSIST IN DEVELOPMENT PROJECT PLANNING
AND_IMPLEMENTATION - MANUAL ONE: PREPARING DEVELOPMENT
PROGRAMMES", MINISTRY OF LOCAL GOVLRNMENT,

JANUARY, 1985

[9]

INTRODUCTION

Many cities and towns throughout our country face a future of
rapid growlh and more demands {or urban services of all types.
Meeting the needs of wananchi in our urban areas must
increasingly be the responsibility of local govarnments., To
succeed, local councillors and of Ficers will need to demonstrate
management skill and financial discipline.

The Ministry of lLocal Governmont has recently initiated a process
wheraby local authoritics assume grealer responsibility for
developmenl project planning and implementation.  Each council is

to _prepare a Local Authority Development Programme (LADP), which
is a strateqy for the arca's development over the next five
years. _Ihe LADP describes Lhe basic needs of wananchi in the
local authorily, outlines the priority projects to meet those
ngqggiwﬂng,Q@mgnstrﬁteﬁ_kbat_the_9ogngiLwiﬁmahlsugpnméngggwéng
finance the projects.

The LADP serves sevcral important purposes. It is a basis for
the central government's decisions concerning financial
assistance to the council and for including council projects in
the National Development Plan. [t also guides all departments of
government on the location, timing and specifications of
development projects. And it is the basis for the council's
Annual Development Estimates for capital projects, given that it

is to_be updated and amended cach year to reflect changing
circumstances. ...

ITHE LADP PROCESS

Council reviews the LADP and, upon_its_approval, submits it to
diSLricL_@nqmanﬁralwgpgennmcnk"r@preﬁentéﬁiyﬁsﬂfprwthein,nepiews
and approvals



http:qvernrmc.nt
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THE LADP REVIEW PROCESS

After council staff has
council For roview,

prepared the LADP report, it is submitted
to_the Final mod]F;catlons .and approval. The
repori should then be forwardod to t DDC for rcview and
comments. If modlflcal arc sugge d by the_DDC, the

will consider these and méko any appropriate changor.

]n
.:
.r—'

The LADP report (one copy) will then be submitted to MLG fo
central goyernment revicw and dpprouaJ An ]ntormjnjfg'
board comprised of rﬂprnsnnla{1uns of mlanLr ]
local authority duuo;opmcni projccts will revicw thp"lﬁDP lf an
LADP is rejected, it will be rolurned Lo the council wilh an
explanation of its deficicncics. The council will address these
deficiencies and submil a reuised LADP lor approval.

Ministry of local Government will give final approval based upon

the aduice of Lho lnLnr—anlsLanal board The Council will be
notifdied of (his approval and of those projects for which
financing 1is acceptablo, I'he approved projects will be included

in _the Nalional Deovelopment PJdn and ]ﬂlPJCt Deuolopmont Plan.
MLG wl]l also uso the lnDPnig”§ngrn_[unds for additional
projects.

For cach LADP project for which financing has been identified,

Lhe council will bo expected Lo carry out prn]lwlnary design and
a feasibilily study. This will be done prior to and as a part of
Lhe loan sanction application. Guidelines to assist Lhe council
to complete this work will be provided in Manual Two of this
seriecs, Preparing Fna-LbLllLJ Studies. MLG and other

projecl relateod ministrics will make available technical
assistance as noodod (o assist in Lhis step

The approved LADP is to _be clos n]y related to the council's
Annual Development Lsiima New projecls ill be eligible for
CPHdel government flnuHCJng only Jf they pé Qﬁmggbapproved
LADP . The council will be able Lo change 1Cs LADP at a later
dale and is encouvcaged Lo review its LADP ruguldrly and update it

as changing needs require. . ..

4//
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FINANCTAL MANAGEMENT WORKSHOP NO. 14
PLANNING AND -BUDGE | ING
KENYA

EXCERPTS FROM DOCUMENTS RELATING TO DISTRICT FOCUS

OM_ "LOCAL. AUTHORETY DEVELOPMENT PROGRAMME -
- ONE™

fhe LADP Review Process

Af ter council staff has prepared the LADP report, it is
submillod Lo the council for review, Final modifications
and approval. The report should then be forwarded to the
DDC for review and comments. If modifications are
suggesled by the DDC, the council will consider these and
make appropriate changes.

B. FROM_"DIGTRICT FOCUS FOR RURAL DEVELOPMENT", OFFICE OF THE

PRESIDENT, REVISED JUNE, 1984

Planning and Co-ordination

Jhe dislrict responsibility for planning and co-ordination
covers projecls sponsorced by the Gouernment (miristries
will provide policy guidelines rc._projggt choice), and
projoects SUPP“PlCd.Dy Harambee efforts, local authorities
and foreign donors. 1L also includes review and
ondorsement of pro;oct sponsored bv non-governmental
organizalions (N.G.0.s) - including locail self-help
organizatiaons. (The D.D.C. should encourage N.G.O.
developmenl aslivily by .ncorporating N.G.O. proposals into
Lhe District Plan and by providing moral and technical
supporlt whenover possible).

There are coveral polential cources of projecl support,
bolh qovernmental and non-governmental, available to

districle Funds (rom any given source may be available
only Tar corlain Lypes ol projects., Tt will he tmportant
to co-ordinate nol only Lthe projocts lhvmf(]Uos, but also
thedir means ol [inance,  fho (hallungn acing the D.D.C. is

o menage the total sol of prosources in a manncr Lhat
maximizes Lhe benefil to district rosidonts.,



D.D.C. planning responsibilities include t he_identification
and analysis of local development neads and the
gstablishment of district development pri orities. In the
past the District Devclopment Plans {(D.D.P.s) tended to be
uncanstrained lists of all the projects wanled in the
districts. The 1984-88 0.D.P.s, howewer, documort
priorities, and these priorities are being used to ldentify
projects that can Ye funded with the resources available,
The D.D.C. should screen projects lo ensure that thoy are
consistent with national policies (such as employment
stimulation) and Lhat they are cost effeclive (e.g., avoid
building new projects 4if similar existing projects have
underutilized capacity). Each district will arepare an
integrated annual Work Programmne Lo co-urdinale
implementation of projects, particularly those which
require inter-deparimental co-operation.

Local authorilies (e.g., Counly Councils and Town Councils)
have a special relationship with the D.D.C.s. They are to
vet their development projects throug h the D.D.C. before

forwarding them to the Ministr.

cing them to_t y.of Local Government
M.L.G.) Ffor funding. This proces s_.enables the D.D.C. to
¢orordinate these projects with othor. development activity
in the district. D.D.C. endor sement_of a project assuros
the Ministry of Local Government th at the_ proposal hs

reviewed, and_is i

‘accordance with district development

lo facilitate co-ordination, the local authoritiecs should
adjust their fiscal year to coincide with the central
Government .

RESOURCES FOR RURAL DEVELOPMENT

Local Authority Resources

Thg"QnglQnggL‘actigiljes_of_lgggl_authorities will be

co-ordinaled through the District Development Committee.

The extent of these activities variles considerably from
district tu district, but Lthey can be a significant
component in the portfolio of resources for local
development .

sal has been

N



Divisional Development Committees

The Divisional Development Committees (Dv.D.C.s) have the
responsibility of asscmbling initial project_ideas, sorting

them oul according Lo local prioritics. and forwarding them
to Lhe D.D.C. for more (ormal roview and asscssment The
Dv.D.C. membership includes the following:

Disloict OFflcer (uinairman)

Districe Develapment Officeor Secrotary)

Community Development Assistant

Moemboers of Parliament

Chicls representing locations in the division
Councillors of local authoritics

lechnical fesistants (Ministry of Agriculture and
Livestock Develapment)

Public Health Officers (Ministry of Heelth)

Invited reprecsentatives of other relcvant ministries or
organizations (including non-governmental organizations
and sclf help groups).

The Du.D.Cos will meet as of ten as necessary, but at least
four times o yeoar .

FROM UDISTRICT FOCUS CTRCULOR NQ. 1/85," AUGUST 27, 1985

Lo SIARE SIRENGIH IN THE DISIRICIS
(vi) Districl Pranning Units

The of fice of Lh~ District Development Officer
1s lo be slreaglicned by the establishment of a
sttriggvR]qnnjngﬂanL,(QEQ), Its objectives
are Lo serve as a secrolariat to the District
Executive Committee for day--to-day
co-ovrdinaltion of planning and implementation
work. ...

2. FINANCE
(i) Forward Budget
ficcounting Officors af all ministries have been
instructed to ensure that the disktricls are

fully involued din the preparation of the
Forward Budqget. ...

e



3.

MME DEVELOPMENT COMMLI LIS

(viii)

Relationship between the Local Authoritics and the

Developmenl Committees.

a) The guidelines an the submiscion of Local
Authority projoecl proposals to Lhe DDCs have been
subjoect Lo double interprolaltion in that some
districts have been insisting thalt such proposals
have to be pacaed Lhrough Lhe Divisional
Novelopinent Comnillees belfore submission to DDCs
while olher DDCe have been accepling Lhem
directly. [t has, Lherefore, beon iound nocessary
Lo slreamtine the proceduses so that all districtls
do it uniformnly.

Ihe Local Authority projecis originate from two
sources, i1.e., From the lLocalional Development
Commitices or from the local Aulhorities
Lhemselves.  In both cases Lhe project proposals
must he discuscced by the Divisional Development
Comnitlees bofore submission Lo the DDC.  [Ihis is
absolulely nocoscary for purposcs of eonsuring that
grass rools inpuls are incorporated in Lhe local
Authoritly projecl propocals.



FINANCIAL MANAGEMENT WORKSHOP NO. 15

PLANNING AND BUDGE I'ING
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EXCERPTS FROM "TREASURY CIRCULAR NO. 5 - PROGRAMME

LEW AND FORWARD BUDGET 1985786 - 19887897, uly 12, 1985

Purpose of Programme Rcview and Forward Budget:

4. Althouah annual [orward budgel exoercises have boen
conducted since 1973, many Ministrics are not giving the
exercise Lhe importance il dnsnruos In the context of
scarcity of budgeting rosourcrs, id Jq ¢essential that
Accounling Off icers should regard Lho Programmo Rﬂu1nw as
an_important tocl for planning the allocation of the
l]mlLud budgnlary rqyou;cq~,gmongs}_compepingAclglm;_ig
their soctar, Ihis excercise dis meanlt Lo assist Lhe
mwinislrics to rovicw Lhoir ongoing programncs and projectls
and Lhe dmplementation of priorilics didenlified in the
Developnent Plan. Tt is also a tool for the formulation of
futurc budgelary requircmenls, cspocially Lho se rcl
the next tinancial year.

6. In ordor to stronglhen the linkagrs between forward budget
and draft ostimates, the approved orward budget for cach
Minietry will be <tiriclly followed by the Trcasury for
drall ecsltimaloes., Projects and programmnes not included in
the forward budget will not be considerced for inclusion in
Lhe draft estimatos . ..

m§£ﬂﬂm29



9. In the recurrent vole* also il is apparent Lhat not all
services and activities can continue to_be funded al
gﬁigk}ﬁg‘}gyglg in view of the prosent Financial
canstraints. Accounling Officers should thercfore didentify
Lthe infrastruclure and cervices in Lhei ctor which
should receive priorit . recurrent

An the alloca

fherefore a carcful review of .
vities/services and _infrastructurc funded through the
recurrent vote should be undertaken as _an cssential part of
the forward budgct excrcise by cach Minis{ry. ...

(b

nglgmipﬂ_gf_BgrQ§$gLa1§”innLbe“Egrwgnd_ngggt:

10. In this year's Programne Roview and Forward Budgel those
Parastalal Organizations whose inveostnents will be financed
from the Developmenl Fslimates must _submit their Forward
Budgels Lhrough Lhe respeclive Ministries. ...

LURQlRQWQEL_QmeiS("jﬁl§ﬁiﬂ,thQHEQﬁWQfd.BUQQQP,fXQWCiﬁﬁﬁi

12. In Iine with the policy of implementing Districl Focus [or
Rural Develapment, Accounling Officers musl ensure that the
Districls are fully involved in Lhe preparalion of the
forward budget. . ..

X T TiUote" means a minisiry's total recurrent or developmen
budgel.

"Sub-votes" mean a ministry's componcnt organizalional
units, i.e., ils distinct divisions or departnenl s

"Heads" mean projects, programs, or aclivilics

"Sub-heads" mean projects, programs, or aclivitins that are
components of hcads or larger projocts.

"Ttems" are the lowest lovel of disaggregation in Lhe
budgel and typically ropresenl a Lype of exponditure, e.g.,
Personal Emolumenls or Transport Operating Expenses.



FORMAT _OF PROGRAMME REVIEW AND FORWARD BUDGET
Recurrent Forwarcd Budget

19. the dnformation to be submitted to the Treasury for the
drdfl recurrent farward budgel should consist of lhn

ollnwlnq

(i) N Policy Statement. .. dindicating the priorities
established by (he Mlnlslry for lhn a]locatlon of
recurrent budgets, dncluding a_l: st of services
aclivitics and physical 1nfrastructurﬂ ﬂ,_whlch
wll] be given priorily during the forward budget
pnrlod

(ii) The Torward Recurrent Budget Summary. . . giving

gross cslimales, AIN's and net eostimalos For each
sub-vote and head

(iii) N omore delailed explanalion analysed into
individual expenditure ditems for year 1 is required
for cach head. tor yoars 2 and 3 the wxplana ion

cou]d bce on hoad basis _hlgh]Jghtan the deor_m
{aclorc xn{IU|nc1ng jrosc'nxpwndlturn and
Ilnln'r“".'

(iv) Remarks and Programme bricf for cach budget head
giving Lhe following information.

(a) The objectives set for the acltivities of the
herad, and 2 statement of the nced to which the
acltivitics arce addressced;

(b) Lvalualion of planned and realized oulputs or
performance in relalion Lo Lhe olaled
objeclives and physical Largels, where
applicable, to be achieved during rach of the
forward budgol years; and

(¢) funding dimplications of any de
aclivitios/completed dﬂunlopw
will require recurrent funds. .

lopment



Develops
20,

h

(i)

(ii)

(iid)

(iv)

(v)

(vii)

nenl Forw
e_information to be s ubmitted "o the Jreasury for the
t "ollo

The i r
developmenl forward buc 9et _should consisl of th

ard Budget

A_Policy Statement indic ating the prioritie
h

identificd 1istry for inu
S within the

sub

Draf{ Forward Development Budget Summary | giving
for vach sub -votoe and head, ostimates of gross
expenditure, AIN's (whero applicable) and net
budgeiary oxpenditures:

Details of Draf( Forward Developmont _Budget ... by
sub=head and item for year 1.and sub-head only for
years 2 and 3;

A Projects | ist, dindicating (a) high priority and
grilqul'gngqing projecls Lo be included For
funding within (he forward budget ceilings
including the gross lovels of expendilure For oach
project, for cach of (he forward budge years; (b))
projecls from out of (he above ¢roup, which are
currently being funded by the Government and which
are considered appropriate for donor funding
through grante and soft loans; and (¢) projects
that will be deferred, phased ouL,_rodqugngd_pr
iled from the current portfolio in arder Lo
usel > adequale funds for projucts includCd_WJLhiﬂ
the forward budgel ccilings :

Project Financial Data .., giving the tolal cosls
of Lhe projecl/pragramne, {he total extornal
assistance available in the form of AIA or rouvenue,
whether Lhe exleornal assiclance is a grant or loan,
the grossg expenditure incurred up to 30Lh June,
1985, and Lhe proposed gross exponditures for the
forward budget years should be provided fope all
projectls/programncs included for funding within (he
Forward budget crilings;

The Developmont Programme Brior containing the
following information {or rach ongoing project or
programme, whore applicable: | ($ep bot Lam aof
pages 11, 12 and 13 orf Appoendix C For a stalomonl
of the added delai] required on individual
projects),

W\



FINANCIAL MANAGEMENT WORKSHOP
PLANNING AND BUDGL I ING
KENYN

oo

EXCERPTS FROM "WORKSHOP BRIEE 1/8%

RATIONALTZATTION PROGRAMME AND GUIDYLINES FOR
PROGRAMME REVIEW AND FORWARD BUDGET", MINTST

OF FINNNCE AND PLANNLING, JULY 198%

Forward Budget Process as_the Mcchanism for Rationali:

3.2 although annual forward budgel excerciscs have boen
conducloed since 1973, Lhe qualily of the review and

selection of prajects/programmes for JncJufj n‘ncud L

improved considerably. VForward budgel should be consi
essentially as a planning cxercisce for chuos
appropriale parliolio of projecls and For setling

prioritics for the allocation of recurrcent and developr

ceilings. The plenning and priorily solling aspeclts o
forward budgel cxcrcise are nol being (allowed in many
Minislrics, which tend to treat Lhe Forward budgeb as
mere dupltication of the efforts nocessary for Lhe draf
estimales

3.3 The dis LJnLlJUH_vaMan.(hU lwo processes, forward bud

and draft estimaltes is indeed very cleoar. ~The former
planning exercisc, carried out in the light of project
of aqa}labLO_rﬂnoyrcog and keeping in uingghp‘ record.
project dimplementation and the cmerging policics and
priorilies in cach sector. The drafl eoslimakes on tho
ol.her hand only translates the forward budgel into
budgelary allocalions and provides onpe moro opporlunll
fine tune the proposals in (he lTorward budget in light
more recenl information on Lhe resources position,
Tmplementation record and common (Hdnancial guidelinees,

Needs for Limproving Qualily of Nnalysis and Reuirw
3.4 fre order Lhal the (orward budgel procesces are aulilize

ecllectively Tor the budgel ral ionalizalion progransme,
necessary Lo dmprove the quality of analysis bolh al L

Lol ol dindividoal Mind.leics and at Uho EWG's. Idea
budget decisions al {the planning slage (i.e., during ti

forward budgel preparation) should be made wilhout any
presumption that a given seruvice/aclivily or projectl/

ing the ma

o_be
derad
sk

ment
F Lhe

a
L

get

ions
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y to
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3.6

Guide]

hol

amme._should continue more or less along its present
_Jherefore all ongoing activities and projects
should be | Ca ully reviewed (programme review) to
assess_the benefits bcing generated and Lhe progress of
review of ongoing activities and

implementation. Such 4
projects should also take into account new projects,
proposals or ideas and modifications of existing projects
and programues, in the light of the resources being made
available to the sector.

Another essenlial element in improving the quality of the
Forward budget processos as a planning exercise is the
establishment of clear priorities within each sector.
Operating Ministriecs should clearly identify and prioritize
Govermnenl scruvices, acltivities and infrastructure,
expenditures on which will lead Lo maximum returns or
beneldte in Lhe present circumstances, and establish
prioritics (for investmenls and development projects within
Lhe scclor.  Such an identification of priorities would not
only provide a basis for selection amongst ongoing projects
and programmcs bul will also establish criteria for the
identification af new projects in the sector,

In order that the operaling Ministries give the forward
budget Lhe imporlance it deserves, the Ireasury has decided
Lhat prajecls and programmes nol included in the approved
forward budgot of the Ministry will notl. e _considered for
jnclqgion_jnulhg>drg(t”qsyimgﬁgﬁ,‘ To the extent (his
docision is cllectively implemented by the EWG's it will
assisl in improving Lhe quality of the review and
slrenglhen any linkages between forward budget and draft
eslimatos, |

ines for the Preparalion of the Forward Budget

e preparalion of the 1985/86 - 1988/89 forward budget
will be the firut phase of implementation of the budget
rationalizalion oxercisoes. Qghigy;pgughggggﬁmiﬂ"ghg
gnmppsiiiqn_Q{“Cqurnmgnkmgﬁpgnd‘tunes takes time and it is
going Lo be difficult Lo cul_ doun

n_on traditionally accepted
activitics. Therefore cuery of forl has to be made by the
Minisiriers and FWG's Lo carry out Lhe exercise
systemaltically and implement Lhe guidelines/instructions 1in
Lhe circular,



http:vi1ti.es

2.

.2

Lthe most important and Lhe most

Ehe operating Ministry should form Lhe basis For

identificalion of
_votes* ds pe

of the

[dentification of Prioritics: |
prioritics for recurrent and de

rhaps.

exercisc. ..

Projoct Selection Crile, in: The prioritics cstab

of projecls/programmes (or inclusion in Lhe [orward
budgoet

Full Costling of Included Projoctle: Projects dincluded in
Lhe forward budgel should be costed properly so Lhat lhe
provisions for different dlems 1o acilher Loo much nor Loo
Pittle Lo ensure effective implementalion.  [n Chis regard
programnes wiihoul a beginning or ond should be more
carctully assessed for the benelils being gﬂnnratﬂd before
routln(Jy continuing the provisions for them in Lhe for

budgel. As a rule across Lhe board’ cuts mus L bo dUOldﬂdwby
aill (oncvrnvd in the budgeling process, cspocially at {he
Forward budget slage. lhis melhod of adjusling Lo Lhe

ceilings without cctabliching relalive priorilicoe Juudv to

serious misallocation of funds and delavs in implementat jon.

Ihe need for full cosling alsa implics that token
provisions should be avoided al all cosls, as any lfulure
provicion for such projecles will have Lo come {rom Lhe
already included projocts and will result in underfunding.
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FINANCIAL MANAGEMENT WORKSHOP NO. 17
PLANNING AND BUDGE I'ING
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EXCERPTS FROM "TREASURY CIRCULAR NO. 2--
DRAFT ESTIMATES OF REVENUE AND EXPENDITURE 1985/86",

" MINISTRY OF FINANCE AND PLANNING. APRIL 18, 198%

EXPUNDITURE CETLINGS

2. Ceilings for individual votes® were established after
f1na11/al|on of detailed discussions on each vote during
preparalion of 198%/86 - 1987/88 Programme Review and
Forward Budgoet.

3. ... It dis apparenlt Lhal not all services and activities can
be continued to be fFunded at existing levels in view of the
prescnl financial constraints. nccountJng Ofchors éhou]d

fore identify clear priorit:
thtd recurrcent funds _ Funding fhou i be
Llal and hlgh prlority ucl1U1L1ns 5nru1cos and
uclure. _The 1cvel and quality of ror‘wcw‘fhou]d
homnunr be Jmpround through improvements in efficiency and
prodU(L“uxty

6. While formulating Lhe forward budget for the poriod 1985786
- 1987/88, Accounting Of ficers wera required Lo review
their rccurrenl programuies (o identifly where and how
revenudes (Appropriations—in-Aid) can be incrrased, so Lhat
services could be extended Lo new arcas. . ..

DISIRICT FOCUS

In compliance with Government po]ch of Jmplop
focus for rura 2velopment and in order lo il
districls in t budgetary procarfLF, cach Mi
to identify and provide b 1nFormaL
programmes which are dis specific -

ing disirict
‘ale the
'y s

5. Explanatory Notos: Fxplanatoryunolns (briefs) should be
attached to the Drafti Lstin qubm]ttcd Lo_yhk”[ppgmqplL
containing Lhe f0110m1n3 1nfurmal10n

X Refer to footnole on page 2 of Item #1% (or a definition of
"vote", etlc.


http:budgetr.ir
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(a)

(b)

Objectives and Programme - N <umnary statement of the
objectives should be given for cach sub vote. This
should be tollowed by short descripltion of Lhoe work
prograjmme Lo he financed by the cotimates provisions of
cach budget head.  The programee should as far as
pocsible be illuctrated with the use of gquantitative
Vigures indicaiing the size or coverage of the
pragratwne, g the nember of velerinary clinical
conlres, bealbth conlres or waler chemes in operat ion,
ar U nomber of cdudents enrolled at cchoole Changes
in production capacity should be cxplained oither by
how thoy rolalte to new unils ar Lo extenasion Lo
cotabliched unity . Care <hoold be taken to casure Lhat
programins targets are {ixed taking into acceount the

Punde auallabte

Any changes oo expenditure chould be cxplained ditoem by
11em Ihe vxplanalt ion <hould clurily wheiher The
change or quartity desired e caused by changes dn
aitput n terms of quality of service or changes in
fproaces

\f
W
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PLANNING AND BUDGEI'ING
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WORKSHOP L XERCISE - EUALUATE OPPORTUNTITES
FOR JMPROVEMENT IN PLANNING AND BUDGETING BY LOCAL _AUTHORITIES

Form inla small groups and complete Lhe Lwo formalsy on page two.

In doing so, plrase consider what improvements ought Lo be
considered [in Ministry of lLocal Governmenl planning and budgeting
requirements placed on local aulhorities. Your group may not
agrec an all cases on the answers Lo Lhese queslions.  In that
casn, please stale Lhe alternalives and Lhe argumenls on bolh
sides .

Bear dn mind that if local aulhoritics wore Lo be asked {o
approach planning and budgeting in the same wanner as Lho
Minislry of binance demands of the ministrics, Districl locus,
and parastatals, local authoritics would be undertaking Lhe
following:

0 First, doeveloping/Zupdating a 3-9% year plan ciach year (or
bolh rocurrenl operations and capital projocts and
revicewing it wilh MG stalf al the provincial and Nairobid
levetls, Lhe plan Lo include:

- Current cconomic and social siluation and oul look over
Lhe years tmmedialely ahoad

Prioritized needs of the Tocal auvthorily
Goals and objoctives of Lhe local authorily
Program of aclivitics to meel Lhese objoclives

- Pinancial plan For the revenues and expenditures
reguired to carry oul Lhe 3245 year prograuw.



Second, developing a 1iltle Jaler in Lhe year, for review
with provincial and Nairobi lovels, Lhe plan for Lhe
immediate next year in grealer detail, Lo include:

- Short -term out look

- Priorilized needs
Spocitic nbjoclives {or the year ahead

- Work programe {o be undertaken

- The convent fonal annual budget cstimates of revenues
and cxpendilures to carry out Lhe work programs -- plus
other required Cinancial and stal’tfing schedules and
data on the cotabticshmont .

LONG-RANGE  PIANNTNG AND BUDGETING

Should the MG ack lacal authoritios Lo develop 3-5 year
Forward Hudgets (o0, long -range plans) for bolh recurrent
operations and capital improvemonte? 19 "yes", what should
theso Miniclery requirements consist of 2 L1 “no", why not?

a. Recurrent Budget

b. Capital Budget:




SHOR I-RANGE PLANNING AND BUDGETING

Should the MIG ask Tocal authoritics to submil a meaningful
Planning SLatrment as an explanal ion and justification of
the (inancial and staflfing schoedules included in the Annual
Lstimates (t.o., annual plans) for bolh rocurront
operations and capital dmprovemente? If “yes", whal should
Lhese Ministey requirements consist ot ? 10 "no", why not?

A Recurrent Budget

b. Capital Budgoet:




FINANCIAL MANAGEMENT WORKSHOP NO. 19

PLANNING AND BUDGETLING
KENYA

For a Housing Projectl

To develop 5,000 housing units by 1990 to meei the needs - on
Lhe basis of amortizalion of all capital and operating costs -
of the precently unhouscd low-income wananchi who have gainful
omploymment in the council's arca.

For_a Local Authority

To provide {o the wananchi - in dimplementation of the Local
Authorily Nct - needed programs and services wilthin the
geogréphical area of the council by developing cosl-effective
organizatiun and stal(, facilities, and olher rosourcos.

for_a Markets Department

Yo assist in achicving bolh the delivery-of-scrvice obligations,

and Lhe reovenue needs, ol Lhe Jocal aulhorily by providing market

facilities and support scruices both (1) to the persons sclling
fruils and vegetaoles, wmeats, and olLher [ood-related items and
supplies, and items Lo meet gencral houcchold needs, and (2) Lo
the wananchi of Lhe council's arca and surrounding smaller urban
centers.

for Preparation by a Local Authority of a local Authority
Development Program

To develop and secure govornmenl approval of a Local Authorily
Developiment Program for the council thal provides a stratoqgy lar
the area's developmenl over the next {ive years, describing Lhe
basic needs Jf Lhe local aulhority, oullining Lhe priority
projects to mect thesc needs, and demonctrating that the council
is able to manage and finance Lhe projects, all in accordance
with the ML.G's published quidelines.

6@



tor the District Focus Pragram
1o broaden (he base of rural develapment and cncourage local
initiative in ordor (o improve problom identificalion, resour
mobiTization, and projecl fmp lementation by develaoping and
implement ing Lhroughool Konya a Disleicl Focus Tor Rural
Duvelopment program (hal (1) develope a camplepenlary
relationshin bolweon (1) {he ministirics wilth their soctoral
approach Lo develaopment and (ii) (he dislricls wilh (heir
integraind approach 1o addrevaing Tocal neods and (2) drlegal
Lo the districte (he planning and operation aspecla of
district spocitic rural deveclopoent projocts .

Lor a New Program for Development of loung range and Short-rang
Plans by tocal Aulhoril ios

lo develop, dasue, and render ef fective approaches and lechnic
for [he dwalupmvnl/updulinq cach yoear by all local aulhoritic
of long- range (throe ta e vear) [orward plans and budgels &
shorl range (une yoar) [ urward plans and annoal budgels
(estimates) that include slaloments of miscron/purpose;
lorvcasts; goals/objoctives; programs wilh wark steps, schedul
and accountabi liticu: and financial plana/budgels for the
gquidance of the ltocal authorily.

O\



FINANCIAL MANAGEMENT WORKSHOP NO.

FLANNEING AND BUDGE I'ING

KENYN

EXTERNAL FORECASTS - FACTORS_AND EXAMPLES

DEFINLILON OF A "FORECASI™

A.

A statement of what we belicve fulure condilions will
be like as they can be eoxpocled to impinge on what we
will want to do, i.e¢., an cslimale of a fulure
happening or condition,

A forccacl e made with respecl Lo a faclor tLhal s
essentially uncontroliable 'rom Lhe point of view of
the organization; 40 the faclor ie controllable by the
organization then whal is invoelund is not a “forecast"
but a "planning decision®,

An oxtoernal forccasl s a farccast of factors oexternal
to the organization.

EXTERNAL ENVIRONMINIAL CHANGE FACTORS 10 BE CONSIDERED

D

Laws and regulations

Populaltion size and composilion

Prices that can be charged Lo consumcrs of services
Markel demand

Availability of construction materials and equipment
Labor supply and composition

Costs thal must be paid

Weather factors

Etc.



LLL. EXAMPLES OF EXTERNAL FORECASTS

A. For a Water Supply Project

L. Population will grow (rom 18,000 to 25,000 by 1990,

2. Demand on the water system will grow from | to 2
million liters by 1990,

3. Materiale' cocts will risc al an avorage rate of 8%
paer yoar,

4. Skilled labor will remain extremely limited
5. Ltc.
B.  Slaughterhouse Praject
o Livestock numbers will vary from yecar to year due
Lo wealher condilions but will increase long-torm
by an avcrage of 10% por year.,
2. Population will incrioase by 25% by 1990,

3. dhe town will build a new, larger, more
conveninrnlly lacated public market by 1988,

4. New and dmproved highwaye will be built Lo nearby
urban centors over Lhe noxt 10 yoears.

2o Supplicre of animals will become increasingly
interestod in installation of a meat refrigeration
facility.

6. Opporlunitics far cxport of meat to nearby towns
will increase by 40% by 1990.

7. Itc.

LU, IMPLICATIONS

External forecasts should be accompanied by statements of
Lheie implicalions for Lhe plan,

AN



FINANCIAL MANAGEMENT WORKSHOP NO. 21
PLANNTNG AND BUDGETING
KENYA

INTERNAL FORECASTS -~ FACTORS AND EXAMPLES

L. DEFINITION

Internal forecasts refer to objective factors inside your
organization that will affect your plan that over the time
span of the plan are not really subject to your control but
will happen anyway.

fA.  MHuman Resources

o Managemenl staff

fe} Prolfessional stalf
0 Technical staff

0 Office, clerical and manual staff

B. Physical Resources,

6] Buildings
o] Equipment
0 Supplies
C. Financial Resouces

Earnings
Intere«sl dincome
Debl repayments
Etc.

o o000

D.  Bystems

o Tmpacl of new accounling system

0 lmpact of computer upgrade

o lmpact of communications changes underway
0 Elc,


http:comnput.er

1L,

9 .

EXAMPLES OF INTERNAL FORECASIS

A.

Human Resoucces

[¢]

[¢]

O

(&)

The Lown clerk will retire noxt year under the
govaermient's %% year age liwmit,

Both of the mosl expericnced accounlants will
relire in the next Lhroo years.,

Growlh in domands made on the new Compuler Section
will create extrome prossures on ils stalf and
facililice,

Attrilion over (he period o 1988 will roeduce by
IH% Lhe eoxcess labor supply now on Lhe authority's
employmwenl roles.,

Training programe underway for clerical and manual
employers can be counled on Lo dincrease produclivity
by an cositimated 10%.

Physical Resources

(@]

Eighl of ton major picces of road building
eguipment will have worn oul or become obsolele
wilhin eighleen months .

Replacement of the deteriorating roof on Lhe motor
Lransporl garage cannol he poclponed beyond 1987,

Financial Resources

(¢]

Pasl dnveslmentls, dncluding benk deposits of surplus
cash, will gencrale subslanlial internal sources of
funds din 1987 and 1988 .

Paymenlt ol Kshe . 500,000 due Mromm a naltional
governmenl agency ie corlain Lo lake place in carly
1986 as a resull of reconl legislalion.


http:legislati.on

D. Systems

o The new accounling system will increase receipts
deposited in the local authority's bank accountls by
5% a vyoar.

0 The now comput er aystom wild speed up billings so

as Lo bmprove materially the generalion of rovenye
from waler, scwerage, and sile value rates.

V. IMPLICAILONS

Internal forccacts should also be accompanicd by the
implications of Lhem for Lhe plan.



FINANCTAL MANAGEMENT WORKSHOP NO. 22
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EXAMPLES OF RELEVANT IMPLICNTIONS OF FORECASTS

L. SECURLTY FORCES (EXTERNAL) _

Forecast: Unemploymenl is expected to rise by 100% over
Lhe next Five years accompanied by a substantial increase
in sltrecl crime in the center of the town.

Implication: Planning for Lhe security force must include
a substantial increasc in askaris patrolling the strcets.

1T, WATER SUPPLY PROJECT (EXTERNAL)

Forecast: Demand on Lhe water system will grow from 1 to 2
million liters by 1990.

Implication: Precent waltor system capacity, which 1is
already dnadequale, must be more than doubled by 1990,

fForecast: Skilled labor will remain extremely limited.

lmplicalion: Need for specialized engincering and
conslruction perconnel will require consideration of
specially -designed recruiting el forls and training programs.,

LTI SLAUGHTERHOUSE PROJECT (EXTERNAL)

Forecast: liverwiock numbers will vary from year Lo year
bul will increasce long- term by an average of 10% a year,

Implication: Slaughter facilities should be able to
accomnodale lwice as many animals by 1993 as currently .,

Yorecast: Now and improved highways will be builbt te
ncarby urban conters over Lhe nexl ten yedars,

dmplication: 1In addition to increases in local demand
resulting from growing populalion, improved transportation
will make il possible Lo mees! demand From nearby towns
lacking adeguate local supplics,


http:populal.on
http:cente.rs

1V.

HUMAN RESOURCES (INTERNAL)

Forecast: Bolh of Lhe Council's mest experienced
accountanls will retire in the next three years.

Implication: 1he Council will need Lo accelorale lraining
of 1ts only junior accountant and lo identilly and hi:e an
added qualified more sonior accounlanl in tho very near
future,

orecas lThe rool on the molor Lransporl garage will
rlberiorale ab such a rale Lhat replacement cannolb be
postponcd heyond 1987,

Ioplicalion: tunds will need Lo be set aside in Lhe
1986787 or 1987/88 islimates lor replacoment of Lhe molor
trancsporl garage roof .
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KENYA
EXAMPLES OF FORECASTS FORMATS
FORECASTS AND SEPARATE IMPLICATIONS
External
1. First Forecast

@ Forecast itself: Unemployment is expected to rise by
LOO% over Lhe nexl five years accompanied by a
substantial increase in street crime in the centre of
the town,

b. Relevant lmplication: Planning for the security force
should include an increase ‘in askaris patrolling the
streets.

2. Second Forecast

&a. ftorecasl itself

b: Relevant implications
3. ftc.
Internal
1. First forecast

a. Forecast iltself

b. Kelevant dmplicatians
2 Llc




FORECASYS INCLUDING IMPLICATIONS

External

!

First Forecast Incorporating its Relevant Implications
Unpmploymnnt is expected Lo double and stroet crime to
increase vubslantnal]y in the next five vears calling for
an increase in askaris patrolling Lhe streets.

Second Forecast Incorporating its Relevant Implications

Internal

(As aboue)

|5
i3
s
i
l's

'

FORECASTS FOLLOWED BY SET OF IMPLICATIONS

Set of Forecasts Themsolues

a. First foreocast

b. Second forecast

¢. Etc.

Sel of Releuvant Implications of Above Farecasts
a. First implication

b. Second implication

¢. Etcg.

'nal

(as above)

\¢*
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WORKSHOP EXERCISE ~ DEVELOP PURPOSE/MISSION AND
FORECASTS FOR NN ORGANIZATION OR A PROJECT

First, select a local authority department or a project that your
group would like Lo work on during the remainder of the workshop.

0 1f you choose a project, select a substantial venture that
would involve (1) more than KShs. 2 million, (2)
construction, (3) sales of products or delivery of services
to be charged Lo members of the public, and (4) a
two-or-more-year time span to bring the project to a full
operalting level. Examples might be water services,
sewerage services, a new market, a new slaughterhouse, a
Lransportalion facility, etc.

o If you choose a department, make it a significant one,

o After a few minutes, the leadcr of your group will be asked
to tell a member of the workshop resource team what project
or deparlment your group has selected. An effort will be
made to be sure that each group selects a different project.

Second, define on page 3 your mission/purpose.

o} 1f you have chosen a project, an example might be as
follows: Our mission/purpose is to develop through our
housing deparlment a large housing estate by 1990 to meet
the needs of added wananchi expected to be attracted to the
area by ncw businesses being established.

o Lf you have chosen an existing or new department, define
its mission/purpose in the same concise manner,


http:FR_.CP_.7F

Ihird, define on page 3 your hypothetical presenl situation in
very broad Lerms .

G For example, if you have chosen a project:

But

We have seloctod | he project of building a new markot
in a Lown where no organizoed town markel now oxisla,
Our communily has a puptlation of 30,000 which has boen
arowing rapidly.  We arce locaf ed near a large city (60
ki) and 2 wwaltl 1owns (20 Jan and 30km) . 0 rich
agricultural arva oxista ¢looe by, [ic,

do nol al Uhis poinl dofine Che project in torns of

sivze, lacation, construction dotails, costea, saurces of
funds, timing, and he Prkes inctoad, you will bho del ining

these factors in lat e workahop cxorcinee
0 I you have chocon a depariment, dofine brivt by Lhe present

siluation of the department in Cermn of ojze of staff,
scope ol services, programs and activilics, and the 1ike,

i

Fourth, provide on Pages A and 5 at Joacl cix exteornal forccasts

and [ jur
forocasa
should be

internal forvcasts wilh their fmplical ions . Fach
should be av quantitalive a. possible. tach dmplicalion

stlerctly relovant o Lhoe developnent ol your plan.

I, PURPOSH /MIGSTON

First, state in the Space provided below the overall

mi

ssion or purpcae of Lhe organizal jon op project.  This
will

uswally not be in quantitalive lerme . I should

indicate, in the broadest topms, why the organization
exisle or why the project do Lo be underlaken, 1he
stalement should vstally make ¢lear 1 he following:

(6]

[¢]

O

ovrrall purpose of he organizal ion oy project,

ordganizal ton thatl will provide lhe sorvice or product
or resull,

service or producl or resull Lo be dolivered or
provided,

group Lo whom the service or producl or result is Lo be
provided and

for a project, the averall time span involued.



1r.

HYPOTHETICAL PRESENT SLIUATION

Second, describe bricfly the hypothetical present
siluation relaling to Lhe organization or project,

-
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EXTERNAL FORECASTS AND IMPLICATIONS

Third, list at lcast six forecasls of faclors external to
your organization and Lhe implications for your plan of
each such forccact .

torecasts Implications

i e e e i e e S s vt o , R j..-. S e o e tam v . e ot e
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LU AINTERNAL FORECASIS AND IMPLICATIONS

Further list al Ieast four forccuste of factors internal to your
organization and Lhe lwplications for your plan of cach of then.

turecasts Implications

2. 2.
3 ) e . L S -
4. - 4,

STOPY GO BACK!  Please reoview bolh your lorecasls and your
implicalions Lo be sure Lhat they (1) relale (o factors not under
your control and (2) are nol siwply stalements of your objectives
and plane,
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OBJECTIVES - PLANNING CONSIDERATIONS AND EXAMPLES
I. PLANNING CONSIDERATIONS

A. Specificity
1. What describe?
2. How much - quantity?

3. When - dates?

B. lwo Sets of kxamples 1llustrating Increasing Specificity

To build added roads o buitd 1,000 noew
and improve cxisling housing units by 1992
roads so Lhal the
national highway
systom will be able
Lo handle HO% moré
Lralfic by 199%,

o construcl a road To build two low-income
20lan long fraom lTown X housing estates of 100
to lown Y by 1988 units cach by 1988.

fo build Lhe planned o build housing units

road 10 meters wide costing not {to exceocd

an average of
Kshs., 100,000 each

o construct stroatl o construct tLhe
curbs 1% cm. high housing units with
atong Lhe lenglh of locally-produced
the new road building materials

C. Hierarchy of Objectives [llustrating DifFferent
lerminology Used

Purpose/Missian Key Objective
Goal or Critical Objective

Objeclive Specific Objective



http:Hierarchy.of
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IT.

EXAMPLES OF OBJECTIVE:
A,

Purpose/Mission

To provide through an educational ministry for
education of the urban and rural population through
classroom programs meeting nationally-adopted
educational laws and standards.

Goal (lLong-range)

To build and staff with teachors by 1995 enough
classrooms Lo doliver oight yeoars of primary education
to 80% of the population of the country's urban centers
(defined as conlers of over 2,000 population) and to
40% of the remaining rural population.

Objective (Short-range)

To construct 300 classrooms over the next 18 months 1in
local authorily X at an average cost not to exceaed
KShs. 15,000 per pupil space, with cach facility so
located Lhal inlended pupils will be within 3
Kilometors of cach school facility.

SLill More Spuecific Objectives
15 acquire by February Ist, for construction of a
primary school, the 90,000 square meter piece of
property on the southwest corner of the intersection of
X and Y streels at a cost not to excead KShs.5,000

per square motor.

lo construct within 10 months a two-storey primary
school building on site numbor 2, containing 300

pupil spaces, al a rcosl not to exceed KShs. 15,000 per
pupil space, adhering to national and local educational
and conslruction guidelines and standards for such a
Facilily.
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EXAMPLES OF STANDARDS FOR OBJECTIVES

[ MINLSTRY OF LDUCATION

Objrclive:
lo build added c¢lassrooms to meel the needs of wananchi
Slandards
@. School facililiecs constructed are sufficicnl to
provide for BO% of the counlry's population in
urban centers of auer 2,000 population and for 10%

ol The romaining rural papulalion

b. Schoots are designed to handle cight grades aof
oducat fon

¢c. Schools wre staflfod wilh appropriately qualified
Leaching slalr

d.  The above program is completed by 1995

\ D



Ir.

DISTRICT DEVELOPMENT COMMITTEE PROJECT

Objective:
To construct a primary school for 300 pupils on
site # 2
Standards:
a. Able to accommodate 300 pupils
b. At the southwest corner of X and Y streets
¢. Ovuerall costs not to exceed Kshs. 5,000 per square
meler
d. Costs of canstruction not to exceed KShs. 15,000
per pupil space
€. Construction to be completed in 1% months
f. Meeting latest Ministry of Education standards



FINANCIAL MANAGEMENT WORKSHOP
PLANNING AND BUDGE I'ENG
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EXAMPLES OF GONLS/OBJECTIVES FORMATS

TI. Characteristicy

0 Action arientod

0 Specific as to result

0 Include standards or mecasurcs
BL. First, begin with action verb

0 To construct

o 1o collect

L. Second, be specific as to the result

0 fo build a primary  chool
o lo colltect H0Y% more in site value ralos
tv. - Third, give slandards_or weasures in Lhe goal or objoctive

itself or scparalely

OBJECTIVE COMBINED WITI STANDARDS/MEASURES

To conslrucl a primary school Lo house 300 pupils Lo Tlatest
Ministry of Lducation design standards al the soulhcasl

of X and Y streets al no more Chan Kshs. 5,000 per
are meter by December 31, 1986
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JECTIVE WITH SEPARATE ST ANDARDS/MEAUSURES
Objective:

To construct a primary school
Standards:

a. Able to accomnodate 300 pupils

b. Meeting latest Ministry of Education design
standards

€. At the soulheast corner of X and Y strects
d. Cosls not to exceed Kshs. 5,000 per square metepr

e. Completion on or before December 31, 1986
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WORKSHOP LXLRCISE - DILULLOP GON S AND ORJECTIVES
FOR AN ORCANTZATION OR PROJICI

Fach workshop group shoudd now develop objeclives [op

the arganizalion or projoct selecled Mor the proviogs oxercise ol
doveloping {forccaala, Fheoo chould be fully consistont with and
flow Trow the statemenl ol purpose/miseion in Chal proviongs
workaehop exerciae Tlem 24 .

[ . CONLS

Lirsl, stale al leasl five Jong range (c.g., 35 Vi)
goals Tar the organizalt ton or projoct. Sowme ol Lheoe may
be wmore qualitabive in characler, bhut et 11, as a set, thoy
should be as guantital fue as is consislonl wilh a

several yeoar time span.

L

2. lo e

1. lo R
1. To -
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6. lo . o I

/. o



ITI

second, state al least six specific objectives for the
coming year for the organization or projecl. These shou’i g
be quantitative and in sufficiont detail that a work
program can be subsequently developed 1o achieve ecach
objective.

2. o . .- R -
3. 90 __ e e } . —

4. To . e e
5 TO_Wwwwwmmwmwmwmwwwmwmwmwwmwwwmm e e
6. lo B ) _ } e

L e e S
8. To .

hird, while you may have built some slandards into some of
above objeclives, ploease select two of your specific
objectives and slaln sceparately Lhe stlandarde {or them,
i.e., Lhe measures (hial, whin mel, will mean satisfactary
achievemont of (he objrctive,

STANDARDS FOR 2 OF ABOUE OBJECTLUIS

Objective : To _

Standards

C - — - e —— S - - S

b. e _ i i
C. —avmommn R e - - - ————

d. e . 3 )

€. —— i i 1t 1 0 s e = e e o ereen s o
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Objective: o

sStandards

o,

L.
C.
d.
[t}

\
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PROGRAMS - PLANNING CONSIDERATIONS AND EXAMPLE OF LIST OF WORKSTEPS

L. WORK PROGRAM

A. Decisions required

1. What is to be done?

2. What specific work steps are required?

B. Ftxample for a Cocperative Housing Project

1. Objective:

To build a new cooperative housing project:

2. Work Steps:

(1)
(2)
(3)
4)
(5)

(6)
(7)
D)
(9
(10)
(11)
(12)

Form housing cooperative as a legal corporation
Determine size of site

Determine location of site

Arrange overall financing

Advertise for and sign up members of the
cooperative

Acquire site

Survey silke

Design physical project

Gign up members for individual plots
Tender construction

Lay eleclricity lines

Lay water lines

’éﬁ“\\



(13) Lay sewor lines
(14) Construct roaas
(19} Cenmstruct nmousing units

(16) Malo housing unmits available to members of the

CooRurit 1ye

3] When 1c ¢acn step to be perfarmed?
8  How long will 1t tare to complete each step?

C Are overlaps possible?

D. What is the c¢ritical cath?

ACCOUNIABILIIY
A, wWho 15 mainly respensible for cach step?

8. Does somoone have a major ¢ollateral resoonsibility?



Survey
Site

Develop
Physical
~___Design

Canstruct Roads

Lay Electricity Lines

Size Location of
of Site Site
—
2 1o
Form Housing
Cooperative Arrange Financing Site
6 6 20

Mvertise for and Sign Up Members

-

30

10 12

Construct
Housing Units

-40

Sign Up Members for Plots

20

Total of Weeks for Each Activity Equals 235 Weeks
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Lay kater

Arrange Financiing

6
Lay Sewer
Lay
ctricity
Lines
12
Determine Determine Develop Move
Form Housing Size Location of Acquire Survey Physical Tender Construct Occupants
C>Coonerativ of Site , Site Site o~ Site ~ Design fqgj:tructlo Housing Units in tUn:its
6 2 10 20 5 10 40 10
Advertise for and Sign Up Members Sign Up Members for Plots

30 20
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Elspeed Tinme Steps on Criticel
wWcrk_Steps in wWeeks Path Schecdule Accountability

*1l. Form Housing Cooperative 6 6 1/1-11/2/86 Clerk(Attorney)

*Z. Determine Size of Site 2 2 12/2-25/2/86 Clerk{Housing Director)

3. Arrange Financing 6 - 12/2-25/3/86(+) Treasurer

"4. Determ:ine Locaticnh of Site 10 10 26/2-5/5/86 Clerk{Housing Director)
*5. Acgquire Site 20 20 €,/5-22/9 56 Clerk

*o. Survey Site S 5 23/9-27 Surveyor

*7. Develcp Physical Design 10 10 26/10/8¢ Eraireer

*8. Terder Const:zuction 10 10 6/1/837-16/3 Clern

. Advertise for & Sign Up Mexmbers 30 - 25/3-20/16 Housina Director
*10. ct Housimg Units 40 40 17/3/27-21/12,85 Ergineert*

11. ctricity Lines 12 - 17/3-8/6/87(+) Ergineer

12. er Lines 15 - 17/3-29/€/87(+) Ergineer

13. er Lines 15 - 17/3~-29/6/87(+) Engireer

15, ct Roads 25 - 17/3-7/9/87(+) Engineer

15. Sign Up Mexbers for Plots 20 - 6/1-16/3/87(+) Housing Director
*16. Move Occupants in Units 10 10 22/12/87-29/2/88 Housing Director

236 113

_——————
¥ Steps on critical path
** Supervising the Contractor

hote: (+) indicétes step can be scheduled ta begin end end at later dates.
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EXAMPLE OF PROGRAM FORMAT

L. Characteristics

1. Key into the objeclive (which should usually be stated
FirsL)

2. State:
The work Lo be performed
- When it 1is Lo be dane

- Who is to be held accountable

EXAMPLE FOR A PROJECT
Objective:
To build a primary school

Work Program

Work Steps schedule Accountabilily
L. Acquire s1te 1712872786 MAH (CJK)X
2. Clear and grade cite 1/3-31/73/86 AlL

3. Build oundation 1/4-31/%/86 MMK

4. bte.

K Initialse, or names, of poerson(s) or posilion Litles with
major collaleral responsibilitios




FINANCIAL MANAGEMINT WORKSHOP NO. 31
PLANNING AND BUDGE | TNG
KENYA

WORKSHOP EXERCISE - DEVELOP 0 WORK PROGRHM
FOR AN OR(an/ﬂIION OR A PROJIC r

Develap, (or Lhe organization or projoct that your group has
selecled, a Work Prageran on the altachod Form, as 1ol lows;

l. List the workatepe .
2. Felimate Uhe clapecd Uime [or complotion aof cach step,
3. Delermine For cach slop whal ol hep sloeps muslt be comploted

before 11 cen slarl

1, Determine the critical pelh, 4.0, Lhe sories of stops tnat

will deterawine Uhe wiaimom | ime Cop completion of the project.

. Show the schiodulod beginning and complelion dates (or cach
slep on the critical palh,

6. Show The schedolod beginning and completion dales [ap all
other siops

7. Show, in terwe ol posilion Litileo, who 1« primarily
accountable Tor cach step and any major collaleral
accounlabilil joo

g, Sketelr the aclivitio, hlthlthlnq Lhe ¢ritical path, on Lhe

bolttow hall of (he allachoed shoet



FORMAT FOR_ A WORK PROGRAM

Steps on
Elaspnd Critical
Time Path Account-
Work Steps in Weeks . in Weeks ~ Schedule ability

10.

11.

12.

O SO,

14 S o e e

CRITICAL PATH (diagram) (Lines represenl activities and circles the beginnin
and completion of each activity),




FINANCTAL
PLANNLING AND BUDGE 1 ING

KENYN

MANNCGEMENT WORKSHOP

EXAMPLES OF BUDGETS (KSHS)

L. PROJECT BUDGET

Work Program Sleps and Costs

Work Stops

l.
2.
3.
1
)

NoroEswNn—~Coeouwo.

e R

Form Housing Cooperative
Determine Site Size
Arrange Financing
Detervmine Locatian of
Acguire Sile

Survey Site

Develop Physical Design

lender Constlruclion

Advertise bor and Sign Up Members
Construct Housing Units

Lay Tlectricity |ines

Loy Waler Dines

Lay Sower Lines

Construct Roads

Sign Up Members Tor Plols

Move Occupant« dn Undts

Projrcl Cunl ingoncy

Site

101l

Income Sources and Nmounl s

Sources

2.

Contribut ian ftrom local Nuthorily

Conlribution from Contral Gouernment

Rorrowing Crom Nalional Housing Corparation
Ndvaice Depocit of Down Payinenl s
Crom Futuee Hous g Occupant g

101ni

Expenditures

2%,000
20,000
6,000
20,000
500, 000
50, 000
125,000
10, 000
25,000
3,300,000
LOO, ODO
125,000
125,000
250,000
7,000
12,000
400, 000

5,100,000

Income
500, V0O
300,000

4,000, 000

300,000

b, HOO, 000




-

LT, QORGANLZATION UNLY WIINIF LINE LTEM AND PROJECI LTEM BUDGETS
BUDGET YEAR 1986 (000S)
L. EXPENDITURES
a. Recurrent Budget
Departiment 0

Section |
Personrel

Direct Labour 150
Professional 100
Supervisory 250
Sub-Total (Pers) 500
Pensions and
Other Benofits 60
Supplievs 80
Equipment 60
Utilities 40
Iravel _60
Sub-Total (Section 1) 800
Seclion 2 3,000
Section 3 1,200
Sub-lotal (Department A) 5,000
Department B 2,500
Dopartment C 3,500
Project {or Compuler Upgrade _.750
1OIRL (Recurrent Budget) 11,750

b. Capital Budget

Conciruction of Markot 24,000
1010l (Local Authority) 15,750
2.  INCOML
a. Reocurrent Budgel
Gile Value Ratles 5,500
Licenses and Foos 3,500
Etc. 2,750
10Int. (Recurront Budget) 11,750

b. Capital Budget
LGLA loan (or Market 24,000
oIl (Local Aulhority) 15,750

il




FINANCIAL MANAGEMENT WORKSHOP NO. 36
PLANNING AND BUDGETING

KENYA
EXAMPLES OF FORMATS FOR PROJECT/PROGRAM BUDGETS
L. WORK STEPS AND BUDGET THEREFOR

Work Steps KShs

1. Acquire site 2,000,000

2. Etc. .8,000,000
TOTAL 10,000,000

L. WORK PROGRAM_AND_BUDGET THEREFOR

Work Step Schedule fecountability KShs

L. Acquire site 1/1-28/2/86 MAH(CJIK) 2,000,000

2. Etc. .8.000,000
TCTAL 10,000,000

[1I. TYPE-OF-EXPENDITURE BUDGET

Aclivity ..KShs

Acquisition of land 2,000,000

Fquipment 200,000

Supplies 300,000

Canstruction contract 3,000, 000

Ndministration 4100, 000

tlic. 4,100,000
TOTAL 10,000,000

07



FINANCIAL MANNGEMENT WORKSHOP
PLANMING AND BUDGET'ING

KENYA

EXAMPLES OF FORMATS FOR ANNUAL BUDGETS. (KSHS)

L. OVERALL _ORGANIZATION BUDGET - EXPENDITURES

Local Authority Budget

Department A Budget

Section ! Budget 800,000
Section 2 Budget 3,000,000
Section 3 Budget 1,200,000

Sub-total 5,000,000

Department B Budge:

Section 1 Budget 1,000, 000
Section 2 Budget 1,500,000
Sub-Total 2,500,000
Deparlment C Budget 3,500,000
roraL

11,000,000

I1. LINE ITEM BUDGET — EXPENDITURES

Personnel
Direct Labor 350,000
Professional 100, 000
Supervisory -50,000
Sub-total 500, 000
Pensicns and Other Benefits 60,000
Lguirment 80,000
Utilities 60,000
Supplies 10,000
Travel 60..000

oL

800, 000

4R



TEE. MIXED DEPARIMENT AND PROJECT BUDGEY - EXPENDITURES

Local Authority Budgel

Deparltmenl N
Departiment B
Department C
Projoct for Compuler Upgrade
Construction of Market
1O1Al

5,000,000
2,500,000
3,500,000

750,000
1,649,000

15,750,000

ol



“"INANCIAL MANAGEMENT WORKSHOP NO. 38
PLANNING AND BUDGETING
(ENYA

EXAMPLES OF OTHER BUDGET FORMAT CONSIDERATIONS

1 BUDGET BROKEN DOWN _BY QUARTLRS FOR _CONITROL PURPOSES

Department A
lst Q 2nd Q ird Q Ath Q Annual Total

1,400,000 1,000,000 1,300,000 1,300,000 5,000,000

IT. 1YPICAL ANNUAL BUDGET W1iH COMPARISON YEARS

Initial Projeched Rudget
Nctual Budget Final Year Projectled
1984 1985 o 1985 0 1986 1987 1988

Department. A ~ Personnel

400,000 440,000 460,000 500,000 535,000 570,000
(300,000)
(700, 000C)

LIT.  EXAMPLES OF ASSUMPIIONS FREQUENTLY INCLUDED IN BUDGET
SUBMI SSIONS

Wuges are projecled 7% higher than for the current
year

Heating oil) is calculated at KShe., 4Yh/barrel
dolivered &l porl

Electricity costs are assumed at 6% aboue the
current year's prices,

(’K\
. (J 8]



Departinent A

Initial Expenditurcs kevised

Budget lo Date _ Budget Explanation

for Yosr 6 Monthse For Year

5,000,000 3,500,000 6,000,000 Due to increased

wage and
materials costs,
expenditures hauve
been running 40%
above estimates
and are expected
to continue to do
SO.




FINANCINL MANNGEMENT WORKSHOP NO. 39
PLANNING AND BUDGL T ING
KENYA

WORKSHOP EXERCISE - |
ORGANTZATION OR

DEVELOP A EUDGET FOR AN
AP

)
A_PROJECT SELECTER

tach group should devclop a budgel for the organization or project
seleclted - using Lhe attached (ormal .

Develop both hypotheticul expenditure fHigurcs and hypolhelical
revenue figures.,

0 One way {o do Lhis for a projecl i< Lo lisl Lhe workalops in
Lhe work program developed in the carlicr oxercise [tom # 34
“Develop e Hork Program for an Organization ar a Projoct".
Ihen show hypolhetical Figures or costs of cach work stop.
But cach group i« free to develop ils budget i a differonlt
formal 1iF it prefFors.,

0 Be surc Lo dndicale, alsa, rovenue sources and amounts.
0 Include figures for lulure years iF your group has chosen a

longer-range project or ongeing program.

To repeal, teel free Lo modilly Lhe alttached worksheot if your group
feels another Tormal would be wmore effective {or prasenling a
balanced budgel for your organizaltion or project.
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FINANCTAL MANAGEMEN]T WORKSHOP No., 40
PLANNING AND BUDGETING
KENYA

EXRMPLES OF POLICIES

POLLICY: A standing decisiyn ol osngoing application rolabting to
issues that:

¢ require top managemenl attlention,
8] will arise over and over again, and
0 arce best recoluced in a consislent manner cach time.
l. POLICIES FOR A HOUSING PROJECT
o The morlgage period will be 2% years.
) [he dinterest rale will be a variable rate at 3% nore than

the commercial bank prime rale, adjusted annually.
0 N oceupant of a housing unit may rent no more than one
rovom Lo another person and musl himself occupy the

remainder o the honsing unit .

O The occupant may be cvicted and the housing unit
roepossesaod wlfer renl has been unpaid For six months.

o Fie.
T, POLLCILS FOR A 51 AUGH | ERHOUSE

0 No olher ciaughtoer facility will be allowed within &
Kilomolers

O Ovly cattle, <hert, qoats, and barnyard fowl may be
slaughtered in the Cacilily; no wild game may be

slaughleored,

0 Slaughtering is Lo be un @ cash-in-advance basis: no
crodil will be exlonded,

o AL animals must be inspecled by a licensed inspectior.,

0 Etc.

%



FINANCIAL MANAGEMINT WORKSHOP NO. 41
PLANNING AND BUDGE I'TNG
KENYA

PROCEDURES: A statwment of how a work operation or activity is to
be performed, relating tu matters that:

0 are usually decided at lower levels,
o must be carried out again and again, and
0 can most efficiently be carriod out the same way each
time .
1. PROCEDURES FOR 0 HOUSING PROJECT

0 Applicanls must apply For houeing units at the Council's
Housing Department of (dce.

0 The applicalion {ee must bo paid al the time of
application.

o Manthly payment dnvoices and envelopes will be provided
al Lhe time of loan approval for Lhe (irsl 12 montihs of
payment and will be mailed Lo occupants annually
Lheroal Lop,

o Compiaints aboul maintenance of (he comnoen propcrties and
ubility inlrastructure must be submibted in writing Lo
Lhe housing departmont .

0 Elc.
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FINANCIAL MANAGEMENT WORKSHOP NO. 42
PLANNING AND BUDGE [ [NG
KENYA

WORKSHOPR EXERCISE - DEVELOP POLICIES AND PROCEDURES
FOR_AN ORGANLZATION OR A PROJECT

Each group is to develop policies and procedures for the
organization or project il has selected, as Follows:

0 Firsl, develop al teasl {ive policies Lo cover questions that
will arise (rom time Lo time.  Remember that policies relate
Lo major dcsues Lhal must be decided by top management .

3] Second, develop at least five procedures Lo specify how more
operational mattoers arce Lo be handled.  Remember Lhat
procedures relalc to more winor, routine matters that can
usually be decided at lower leuels,

L. POLICLLS

l.

2.

8,

6.

7.

[1. PROCEDURES

I.

2.

4.

e,

6.




FINANCIAL MANAGEMENT WORKSHOP
PLANNING AND BUDGETING

. 43

Policies

)

Procedures

KENYA
THE PLANNING PROCFSS
feai External ) { |
Missiol 9 g - o
sion Porecasts 3 . H , Work Steps ot N
g 'a y I Objee- 7 — @ | Bqenditures
or i § =X Goals | 00T L Schedule 8
g ives t g r n N 1,
s Intermal | ——— \ oo
Purpose - - ilire
Hmse Forccasts 1+ e ' | Accountability )
, H X I X
Evaluation & Implamentation of Program

(o
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EVERAGE
ANNUAL % PRO-
THCREASE JECTED

TTEM 1970 1975 1980 1981 1982 1983 1984 1985 1980- 85 1986
1. Popul-tion of Corntry (000) 12,050 13,470 16,170 16,875 17,515 18,080 19,100 19.500 3.8% 20,000
2. Population of City (000) 320 460 680 725 790 850 925 990 6.4% 1,050
3. Electricity Consumption/ 23.5 32.3 44.0 46.8 49.7 $3.0 56.1 60.0 6.4% 64
Household (KWH 000)
4. Local Authority Income 3.6 6.0 10.0 11.3 12.5 14.3 16.1 17.9 12.0% 20
(KShs. 000,000)
5. Cattle Slaughtercd (per dey) 47 52 60 62 72 80 11.2% 89-91
6. Tratfic Counl on XX Highway 1,084 1,200 1,350 1,480 1,625 1,800 10.7% 2,000
(Vehicles/day)
7. Prices of Agriculrural 100 110 140 158 250 215 16.5% 250
Produce 1ndexed to 100 +10% +21% +13% +27% +8% 16.3%
in 1980
Population of Country (000)
20,000 -
19,000
18,000
17,000
16,000
15,000
14,000
13,000
12,000
1970 1975 1980 1981 1982 1983 1984 1985 1986
PROJECTED

*All figures hypothetical

J0 STTIWVYXI

SANIYL TVDIYOLSIH

VANIN

ONILHDANE NV ONINNVId

JOHSMMOM INIWIOVNVYIW TVIONVNIJI
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FINANCIAL MANAGEMENT WORKSHOP NO. 45
PLANNING AND BUDGE I'ING
KENYR

—~—

LXAMPLES OF PLANNING RELATIONSHIPS NS _BASES FOR CALCULATIONS

L. NUMBER OF SCHOOLS NEEDED

Children per family of school age 3
Limes

Number of families X 10,000
oquals

lotal children = 30,000
divided by

Aucrage children per classroom + 40
pquals

lotal c¢lassrooms = 750
divided by

Average classrooms por schools + 20
vquals

fotal schonols = 37-38

LL. CONSUMPIION OF ELECTRICITY

Averagn consumpoon per houschold (kwh) 60,000
Limes
Average rate of dincrease (6.9%) X 106. 4%

oguals
Projocted budgel year consumplion per

houschold = 63,840
Prosent population 20,200,000

divided by
Avcerage family sizo + 7

cogals

Prosent hovaeeholds
I iies

Avcrage rale of population dincrease (7.8%) x 107.8%
vopuals -

Projectlod budgel year houscholds = 3,100,800

0]

2,885,711

Projccled budgel

vear concumption por houschold 63,840
Limes
Projected budgel year houscholds x 3,100,800

vial s
Projccted budgel vear consumption of
electricily(kwh) = 198,593,100,000

W
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FINANCIAL MANAGEMENT WORKSHOP NO. 4
PLANNING AND BUDGETING
KENYA

WORKSHOP EXEKCISE - PLAN FOR THE LOCAL AUTHORITY
REPRESENTED BY EACH LOCAL AUTHORJ (Y TEAM

Please organize into Local Authority teams (typically the Finance

Committee Chairman, Clerk and Treasurer). Then develop an overall pla
for your Local Authority followiig the approaches set forth in this
workshop. Write your plan down in the spaces provided below -~ from

which you can speak 1in presenting your rasvlte to the workshep group -
(and uhich can ke passed ton GTI -~ Mombasa staff for the workshop
record.) You may also put vour results on a flip chart for ease of
presentation if time and flip chart facilities are available.

Your plan should include the five major camponents of an excellent plan,
as follows:

1. MISS1ON/PURPOSE
Write down a short statement -- not over 75 words —— of the
mission/purvose of your local authority, i.e., why it exists
and/or what it uas brought into existence to sccomplish, Begin
with the words "The Council of was

established to ., .w

MISSION/PURPOSE

The N . Council oF_mw__w_uummm_"_ was established
to

Il. FORECASTS

Vrile down forecasts of major factors that will effect your
authority's plan as you see these factors 2volving over the next
three to five years. List at least six forecasts, Incorporate
the dirplications of your forecasts. List forecasts, hot problems
or planning decisions. Each of your forecasts should state your
assumplion or prediction as Lo how Lhe factor you are farecasting
will change over Lhe vears ahead. Quantify your forecasts to the
extent possible. Examples are:

0 Population will continue to grouw by about 8%, or about 4,000
pbersons a year putting continued pressure on the Council to
build/sponsor added housing, elementary schools, and general
utility infrastruztlure,

o
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GO

A private firm will establish a new textdile plant in 1988
providing 600 new jobs

Control will be established over malaria by 1989 permitting
reallocation of KShs. 250, 000 annually to other programs

Improved control systems over revenue generation now being

implemented will increase Couricil income by an estimated 10%
by 1987.

BACK!  Reviow your forecasls and be sure Lhey are, indeed,

forecasts of factors not under your control -- rather than statements of
things you intend Lo do.



B. OBJECTIVES
Write down at least eight specific objectives for your
Local fAuthority applying to the next one (or two)
vear(s). List major objectives -- consistent with your
forecasts and implementing your goals -~ that are
intended to improuve your authority's programs,
services, and/or activities on behalf of your local

wanarichi. Try to include at least one specific
objective in each of the four areas of (i) capital
projects, (1ii) improvemenls 1in quality of operating

program/services, (iii) improvements 1in adwinistration,
and (iv) improvements in financial management .
Describe your objectives in quantitative terms.

OBJECTIVES
1. To _ . — —
2 }o —
3. To _ - - — )
4. To .
5. To —
8. Voo
9. ro‘j e —— —
0. Vo e




111,

GOALS _AND OBJECTIVES

n.

Writs dou.u at least six gouals for your
Include goals relating to

for the next 3 -~ 5%

years.

Local Authority

both recurrent operations and capital projects as

appropriate.

But do includ2 at least one goal relating
(1) improvements in the

qualily of a program or seruvice (security, health,

parks/recreation, etc.);

(2) improvements in an

administrative program (Courcil personnel,

organization,

facilities, etc);

and (3) improwvements in

an area of financial 7nanagement (revenue sources,

revenue generation/control,

payment of bills due, debt

management, arrears due Lo or from the Council, etc.).

Use quantitative terms as appropriate.

GOALS

1. To

2. Jo B

3. To B

. ;:;,“"“_~Wmh”m_,___‘_» e
oo

6. To B

Yo

8. To

5. 10
10, To ]

o
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WORK_PROGRAM3 AND BUDGE[S

Objective N.: 1o e

Budgeted

Work Steps == Iiming . Acct.  Costs

1'— - —

2. - R } -
E

4,

5.

6. - S e e
[ e S

8. . . N e B}

9. e S . . ———

10. B . B B B e

1070, Shrmrzeranan u e

Budgeted

sources of Income Income

Yoo . I R
2. . e e
4. i _ _
h.

6. T
7. ~

8. e
9,
10, T I _ . -

‘l () -I n l e N

Budgel Reconciliation
lotal Cosls

lotal lncomoe

Balance

W






Objective B.: 7o

Budgeted
Work Steps Timing  Acct. Costs

1. . S
2. e e - - -

3. i} o ~ e
4.

6. I
/. e e L T
8. . i -

l ()[ n l_ R e 1

Budgeted

sources of Income Income

._.
CCoNRAIDS WA —
R o

]O] nl TEImEToimmama mham

Budgel Reconciliation
Tolal Cocle
Tolatlt [ncome

Rala nece R I T g ke

\0”



WORKSHOP No. 47

FINANCIAL MANAGEMENT WORKSHOP — Ng, 47
I NG

PLANNING AND BUDG
KENYN

WORKSHOP EXERCISE -
PROGRAM_FOR THE CENIRAL AND PROUINCINL GOUERNMENIS
FOR IMPROVING PLANNING AND' BUDGETING BY LOCAL AUTHORIIIES

Participants From Lhe contral and provincial governments should
form into a team. Plogae develop and rocord below Lhe program
ol aclions thal your Lean fools should be taken by the contral
goverinent and its agencics, and by provincial governmenl s, to
wssisl in himproving plarning and budget ing by local

authoritiog, thie following oot line may bo helpful, but please
Feel frec Lo adopl a difleront formal and approach if you wish.

1. Wnat improvement < can he Altempted in central government
taws ., regulalions, circulars, and olher farmal, wrillten
policy and procedural instrucltions and guidance relating
Lo local aulhorily planning and budgeting?

.. What improvement s can be made in Lhe handl ing and
procecsing by the cenlral govermmenl aqencica of
subwissions tar approval, requeslts for assistance, and Lhe
Tike made by Jocal aulhaorities (thoroughness, timeliness,
cle.) in regard to planning and budgeting?
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6.

What can local aulhorities do Lhat will help central and
provincial governmenls Lo do a betler job in assisting
local aulhorities in planning and buugeting?

Whal, 1 any, olher improvements - relating to the central
and provincial govermmenls and to intorfaces with local
aulhoriliocos S can boe omade o assist the latter in planning

and budgoting?




FINANCIAL MANAGEMENT WORKSHOP NO. 48
PLANNING AND BUDGETING
KENYA

EVALUATION OR WORKSHOP

A. "o what extent did this workshop Fulfill the initially
stated goals? Rale on a scale of 1 to 10 from:
l = not at all effactive to 10 = very effective
(circle the appropriate number) .

1. l'o clarify Kenyan Government processes and expectations
regarding planning and budgeting

1 2 3 4 5 6 7 8 9 10

Not at Very
all effective effective

2. To impart new knowledge regarding the fundamental
importance of excellent planning as both a step prior
to -- and incorporating -- development of the budget
and as absolutely essential to sound financial
managament by local authorities,

1 2 3 4 5 6 7 8 9 10
Not at o Very
all efFfective effective

3. To impart skills regarding the proper steps and
processes required to develop sound plans and budgets
for local authorities and their departments.

i 2 3 1 5 6 7 8 9 10

NolL at Uery

all effective effective
4. To develop alliludes and modify behaviour so as to lead

to more realistic and effective planning and budgeting
by local authorities,

1 2 3 q 5 6 7 8 9 10
Not at Very B
all effective effective



How would you rale the Lraining approach in terms of 1its
overall effectivenmss?

1 2 3 1 5 6 7 8 9 10
Not at - UVery
all effective effaective

Following is a list of Lopics that were addressed in the
workshop. For each topic, please rate on a scale of 1
(lowest) to 10 (highest) (1) tkhe dimportance of the topic
and its usefulness (o you and (2) the effecliveness of the
presentation.

IMPORTANCE
AND USE- EFFECTIVENESS
FULNESS OF OF
TOPIC ToPIC PRESENTATION
1. Sound Planning as_a Key Responsibiliiy
of Lthe Financial Manager
a. lmportance of Planning (1) for
Recurrent Operations as Well
as (2) for Capital Budgots _— e
v. Importance and Nalure of Both
Long- and Short-Range Planning — e
2. Kenyan Government Planning_and
Expectations
a. Local Puthority Planning
(1) One-year Estimates o _ R
(2) LADPs — —
(3) District Focus Relationships - " ——

b. Ministry 3-year and l-year Planning

¢. Trends in Kenyan Government Planning

\



IMPORTANCE LFFECTIVENESS

AND USE -

FULNESS oF PRESENTATION

- JOPIC

-
ic
i
fra
1

3. Planning Steps

a. Defining Mission/Purpose

b. Developing Forecaste and Implicaions o
¢. Selling Goals and Objectives with

blandards e
d. Developing Programs wilh Schedules

and Accountabilities o ;

e. Developing Budgele

. Developing Policies and Procedures

4. Reguirements for Good Planning - Excellent
Dalta Base (Hislorical iand Current) and
Sound Calculatlions

5. Management of Budgel Tmp Lementalion

OF

What is your evalualion of the small group workshop exercises?

] ? 3 4 5 6 Y/ 8 9 10
LitiTe i T " TExtremely
Valuce Valuable

Whal is your evalualion of Lhe Final workshop exercise to
develop a "back-home" plan for local authoritiecg?

] 2 3 gl b o 7 8 9 10

LAiciTe 7 Extromely
Valuc ‘ Valuable

\\



H.

Whalt did you like best at Lhe workshop?

What did you like least?

What changes could have been made to increasce the
wiorkshop's etfectiveness and your learning?

How would you judge the overall value of the workshop in
relationship to olher workshops you have attended (check
one) .

More Valuable
About the Same
Less Valuable

Regarding the length of the workshop, was it:

Too Short
Aboul Right
loo long

\\4



If you are asked, upon your return home, what you learned
or gained as a result of the workshap, what would you say?

Lf you are asked Lo describe what Lhe teaching method(s)
was Likke, what would you say?

Would you tike to attend one or more of Lhe Lhreo added
Financial Managemenl workshops planncd in Lhis soriecs

(i.e., on (1) Revonue Generation, (2) Expenditure

Management and Conlrol and (3) Planning, Organizing,
StalFing, Leading, Conlrolling, and Related Support Issues?)

Yes
No.

Please use Lhis space for any added commenls .

W



FINANCIAL MANAGEMENT WORKSHOP APPENDIX A
PLANNING AND BUDGETING
KENYA

"CSTIMATES AND RELATED MATTERS - 1984", CIRCULAR NO. 20/83,
MINISTRY OF LOCAL GOVERNMENT, AUGUST 31, 1984

Ref. No. 300/84/1 31st August, 1983
Circular No. 20/83
10: ALL TOWN CLERKS

ALL TOWN TREASURERS

ALLL COUNTY CLERKS

AlLL COUNTY TREASURERS

ALL CLERKS TQ URBAN COUNCILS

ESTIMAYE AND RELATED MATTERS - 1984

11 is again time for Estimates and 1 take this opportunity
Lo remind you of Lhe provisions of Sections 212 and 213 of
the Local Govornment Act (Cap. 265) on the preparation of
Annual and Supplementary Estimates and the Minister's
powers respecting th2 same. May I also draw your attention
Lo Lhis Minisltry's previous c¢irculars on the Estimates, the
need for strict Budgetary Contirol and the establishment of
various funds, and the general statutory requirements
within the provisions of Sections 214 to 221 of the said
Aclt. You are reminded of these Sections so that you may
note the corditions laid down in them and adhere to them
without any exception during the process of preparing the
Estimales and thercafler as applicable.

2. RESPONSIRILITY FOR DRAFT ESTIMATES

In @accordance with the provisiaons of Section 130 and
Part 11 of the Third Schedule Lo the said Act, the Town
or County Treasurer, as the Chief Financial Officer and
Adviser, is charged with the responsibility of advising
the Cauncil through its Finance Commitlee on all
matters of (inance and Lhese include the fFinancial
arrangements.  The Town Clerks and Clerks to Councils
should, however, ensure that there is proper
co-ordination and that every Department submits itg
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proposals in time for discusscion. It is important thal
Treasurers should keep in conslant *zuch with tneir
respective Provincial lLocal Government Oificers at all
stages, particularly on matlers of New and Revised

levels of Feos and Charges, Rate-siruck, additional
establishment, new iloms of cexpendilture, etc,

T
A~
cu

ALl Councils must exercise great neasures of 2conomy
and cut down wastages and incfficiences where
possible. Existing stalt should be mobilized for
greater productivity and maximum revenue collecl” sn
el fort. Where vacancies accur, the Council should
re-appraise Lhe need Lo 311 them so Lhat those {hat
can be delayed or Lemperarily rozen without Lhe work
of (he Council suffering are nol (illed as a means of
saving.

1 should be well undercstood Lhat Lhe approval ¢l a
expenditure or reovenue ilem in a Recurrent Budget
lapses al the ond of (he year under rouiow, 1, for
axamnple, by Lhe end of C(he year Lhere is an unspent
balance on an expenditure itom, Lhat balance cannol bae
carried lorward Lo be sponl in Lho Pnswing year; not
even if Lhe purpose for which the expoendilure was meanl
has rol been tulifillod within Lhe yoar undoer rouviow.
Councils are aduised to obsorue (his roquircement
strictly.

PAYMENT 10 WHICH CHIEF OFFICER OBJLCIS

Where a Council, oilhor Lhrough ils Comnitles or in its
Full Council Meoling, dnsisle upon dmplemenling a-
policy in a manner which the Chiel Mxoculive of Lhe
Council or Chicof Financial Officer roegards as wastiolul
and exbLravayanl, or the Council insisls on approving an
expenditure which i« contrary Lo Che regulations or
conlrary Lo Lhe Minislry's instructions and directives,
or the Council dncists on autharizing a paymenl which,
For any roason, Lhe Chiol (xeculive O Micor bolicues Lo
be wrong, the Chicl Of(bdcer advicing on the maller must
presoent his objection in wriling and have he abjection
and his ground (or il rocorded in (he Minule- .

Provided Lhe finslruction Lo make such a payment Qs
recolued, despile his recordod objeclion, Lhe
responsibility ¢ Lhon transiereod (o Lhe menbors
presenl in Lhe Council mecling who vole in supporl of
Ehe payment and who will be held jiable jointly and
severally,

\&)
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After making such a payment or if possible before
making such payment, the Chief Executive should inform
Lhe Minister for Local Gouvernment of the circumstances
and should copy the papers to the Cantroller and
Auditor-General. Provided thai this procedure has been
faithfully followed, but only on this condition, will
the Chief Officer responsible for aduising on the
mat.ter acquil himself of any personal responsibility
For the expendilure.

FORMAT_OF THL DRAFT _ESTIMATES
lLike in all Lhe previous years, the Recurrent Budget
Formal should show the following:-

(a) Actual figures for Income and Expenditure for 1982,

(b) Approved figures for Income and Expenditure for
1983.

(¢) Probable figures for Income and Expenditure for
1983,

(d) Estimated figures for Income and Expenditure for
1984,

(¢) General Revenue Fund pc-ition as at 31st December,
1984 made up as follows: -

(1) Accusmulated General Revenue Fund position as
al 3lsk December, 1983.

(ii) Add Fetimaled position Surplus/Deficit in
1984.

(ii1) General Revenue Fund position as at 31lst
December, 1981 (being total of (i) and (i1)
above) .

(F) A statement of A11 Other Fund Balances as at 31st
December, 1984 listed individually, e.q., Renewal
Fund, Capital Reserve Fund, Housing Fund, etc.,
made up as iollows: -

(i) Accumulated position of each Fund as at 31st
Docesnber, 1983,

(ii)  Add cstimated position Surplus/Deficit in
1984

(ii1) Tolal Fund position as at 31st December,
1984 (being a Lolal of (i) and (ii) aboue).

W\
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(iv) A statement showing the extent to which the Total
Fund position reflected in (iii) abouve is
represented by Cash Deposits in the form of
investments .

(@) A statemenl showing the Total Namber of Staff in
your Council, calegorized between salaried and
non-salaricd.

(h) 1he amount of Approved overdraft facility during
the year 1981} and the extent to which the facility
has been ulilised ac at 30th December, 1983.

(1) The lrecasurer's exnlanatory notes to the
Estimales, giving reasons for major variations
[rom 1983 provisions and new items of
expendilure. Tlhese noles should accompany all the
copies af Fslimales submitied te Lhe Ministry.

(3) Projecled Cash Flow stalement for 1984,

(k) Stafl bList as shown in provious years and nusc
indicate the age of each cmployee.

(1Y Minules of the Finance and Ceneral Purposes
Commitlec approving the 1984 Budgot, together with
a copy of Lhe Commitlee Chairman's Speech
highlighting the 1984 Budgel.

(n) A separato list of employees who will be 5% years
in the course of the year 1984,

RATES, LICENCES, [EES AND CHARGES

Any proposcd levels of feos and Charges, including
Rale-slruck, Lo be elfeclted rom lst January, 1984
should be discussed carly cenough and submitted here
separately for the Minister's urgent action. Please
note that Lhe Fees and Charges for 1984 are Lo be
submilled separalely and carlier Lhan Lhe Estimates so
thalt approval can he given in Lime Lo makoe collection
possible as [rom lst January, 1984, In this respect,
it is suggestod Lhat all proposed Now and Revised
Rates, Fees and Charges should be subinitted to reach
the Ministry Headqguarlers by 30th September, 1983,



CAPLTAL PROJYCIS TO BE_FINANCED IN 1983

As 1in previous yoars, local Authorities should only
include, in their Schedule of Capital Programnes for
1984, the schomes whose sources of {inance have been
identaified and comnilment obtained from the financing
institutions (o the of fect thalt funds would be made
available in 1984,

You are cautioncd thal no new iloms of expenditure and
additional <talf cotablishment should be +included in
Lhe 1984 Budgel, unless the Council can defend their
necd and show how they will be {financed.  Where new
expenditure allocat ions and addiltional staff
requircments arc called for as a result of completed
capital projects, Lhese should be given special mentior,
in the lrcacsurer's explanatory notes to Lhe Budget .

AL employees who reach the age of %% years must
! s y

retire. Any recultant vacancics should not be filled
as a weans of waving. e Council should re-appraise
the need to 141 the vacancics zo that whercuor

possible, the poste chould be frozen. If Lhere is a

strong reed Lo fi11 the vacancies, Lhe Council has to
apply Lo the Minislry {or spocific approval.

SUPPLEMENIARY ESTIMATLS

Numerous Supplementary fatimates from the Councils will
not be cntertained in 1984 In this respect, Councils
arc reminded that Supplementary Estimates arce
rostrictod Lo new vervices which were unforeseen at the
time of drafting the Annual Fstimates and which are

unavoidable and cannot be held ouver until Lhe next
Annual Fatimateo There will not be any retrospective
approval ot the Sopplenentary Fstimales. Councils are,

Lherofore, warned 1o rovicw cases which may require
supplementary Totimales well in advance of actual
expundilure and present them for Lhe Minictor's
consideration, giving detatiod explanalion to justify
the expenditure. Ibe details for Supplementary
Estimales muat give (he following particulars in
respect of cach dtem applicd for:

(a) the desoription of Lhe expenditure in words
followed by dts Code Number.,

(b) the amount originally approved for that item.



(¢) The additional amount required now.
(d) The resultant total amount for that item.
(e) The reasons for additional amount.

(f) A statement showing the originally approved
overall financial position of the Council Budget
(whether a deficit or a surplus).

(g) A statement showing how Lhe amount of
Supplenientary Estimates now required would affect
the financial position.

(h) Lastly, a stalement as to how Lhe total
Supplementary Estimates asked For ds going to be
financed. Failure to give the above details may
lead to the reoquost For ‘Supplementary Estimates
being rejected or delayed while awaiting the
necessary deltails.

NEED TO_SUBMIT REALISTIC DRAF1 FSTIMAIES

In view of the present financial consblrainls which have
been caused by low revenue performnance and eccalation
in cosls of providing various supplies and seorvices, it
is obvicus that no real expansion of Council
expenditure can be (inanced in 1984. |ocal Authoritios
are, Lherefore, expocted to approciale this situation
and frame their Estimates wilh he quiding principle
that at this time of financial difficultics, thoy are
not expected Lo continue Lo spend at the same louel as

they have donc in the pasl. Mosl of Lhe Councils haun
exhausted Lheir accumulaled rescrves das a rosult of
budgeting for Deficits. It is, thercfore, oxpeocled

that cfforls will boe pul ailmed at balancing the 1984
Budgel and where a Doficit Budgel i« pasced, the
Council concerned must ho able Lo show its past
accumulated rescrves from which the Deficit would be
financed. Ihis is, Lherafore, a warning to Councils
thalt unexplained Defdeils will Jead Lo budgets boing
relurrad to the Councils for re dralting.
Responsibility far submission of accurate and realiatlic
Estinates reslg enbirely on Ircasurers and Clerks as
Chief Advicere (o Lhejr respective Tocal Authorilies.
You have already boeon aduised Lhat all the granls Lo
Local Authorities have been discontinued. In thie
regard, you should nol ineclude Lhe eloment of aranls in
your Estimales (or 1989,

W



10.

Any queries or problems relating to this circular
should be directed, in the first instance, to the
Provincial Local Government Officer of your area. For
Councils dealing with the Headquarters, the queries
should be directed to the Permancnt Sccretary .

TLME SCHEDULE FOR SUBMISSTON_ OF DRAFT ESTIMATES - 1984

The Draft Estimates for 1984 should be submitted to
reach Lhoe Provincial lLocal Government Of fFicers by 15Lh
October, 1983 and the Minislry Headquarters by 15th
Nouvwmber, 1983 after discussion wilh (he Praovincial
Local Government Officers. For thoso Councils that
deal with the Ministry leadquarters directly wilhoul
passing through Provincial local Covernment Officers,
such as Lhe Nairobi Cily Council, their Fstimatos are
expected at the Ministry Headguartors by 15th October,
1983 .

By copy of this circular, the Provincial Local
Government Officors are .skod Lo arrange thoeir
Ltime-tables for discussing the [stimalos with the
individual Local Authoritics in their arcas so thal
these deadlinecs arce mel . During the discussions, the
Provincial Local Gouvwrninents Ol Ficors should ensure
that only realictic (stimates aro submitieod to the
Headquarters for approval.

(Signed)
L.M. KABEIV
PERMANLNT SECRETARY
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FINANCIAL MANAGEMENT WORKSHOP APPENDIX B
PLANNING AND BUDGETING —
KENYA

"LOCAL_AUTHORITY ESVIMATES 1985", CIRCULAR NO. 28/34,
RINLISTRY OF LOCAL GOUERNMENT, OCTOBER 10, 1984

MINISTRY OF LOCAL GOVERNMENT
P.O. BOX 30004
NATROBI

REF. File No: 300/85/2
Circular No. 28/84

10 OclLober 1984

ALl Town Clerks

All Clerks Lo Councils

LOCAL AUTHORITIES ESTIMATES 1985

the Minister for Local Governmenl, in his address to
representalives of various Local Authorities in ALCAK meeling
held on 70Lh YSeptember 1984, announced that lecal aulhorities
will with effect from July 1985 synchronise their financial
yrar with that of the Contral Government. This decision is in
Fine with the Governwent policy of placing cmphasis on the
Districl focus. Local Authorilics aro Lhercefore required Lo
prepare lwo scols of budgotes .

In the firsl instance, local aulhoritios will prepare budgels
for the period January Lo June of 1985, Jhie sol of budgels
should reach Lhe Minisliry of local Govornment by 30Lh November
1984 and should reflect Lhe planned expendilure and oxpeclod
covende for o the period involved. Fho format contained in our
circular roelerenced 300/84/1 of 31st Nugusl 1983 shauld be
followed. In addition, Lhe council should add one column on
both Lhe expenditure and income sides Lo show Lhe projoctions
made {for 19845/86.



Local authoritics will then beo required Lo prepare a second set
of budgets for the period July 198% to June 1986. The
submission of Lhis budget should be made by 28Lh February

1985.  The formal should be as outlined €in our earlier circular
bul wilh one addilional column for holh income and exponditure
showing the forward budget for 1986787 . 1 would like to peint
out here Lhal the projections made will of For vour council and
the Mindistry Lhe opportunily Lo re-oxanine i advance Lhe
council's Muture commilments and to be able Lo make
recommendat ions with rogard Lo allernalive sources of revenun.

Pocently, o munbor of local aulhoritlies have requested and
received approval for {he introduction of various types of fees
and charges o b ablo Lo wmonitor Lhe purformance by your
council on the now ftems of povenue sources, it ds necessary
thal you indicale in woparale tabulalions Lhe likely reovenue
realised from the exicting sourcos for he period January Lo
seplember 19840 You chould also make o projection of the
Pikely revenue (o be reaticed [rom such sources for Lhe whole
yoar, oo, 1984

It cases where your council e Likely to experience a shortfall
in rovene, aclion choeald b initialed carly enough Lo make
recommendet fone on thowe Jteme of foes and charges that are Lo

be revicwed . Your council hould alse explore allernative
sources of rovenue willi a vicw o gelling Lthe Minister's
approval before the boginaing of fhe now Financial year. In

the meanwhile, you arce reauired Lo comply with the government
divective (o submit your vs! jmal o by JOLh November 1984,

Arrangemenl s are underway Lo amend seclion 227 and olLher
relevant soctions of Cap 26% Lhat deal wilh a local authority's
informed of this in ducv coursc,

(Signed)
J.P. MBOGUR
PERMANIENT SECRETARY

Wb



FINANCIAL MANAGEMENT WORKSHOP APPENDIX C
PLANNING AND BUDGE  ING

KENYA
MINISTRY OF FINANCE AND PLANNING
£.S. 1/04 THE TREASURY
P.0. Box 30007
[REASURY CIRCULAR NO. 5§ NAIROBI
10:  ALL ACCOUNTING OFFICERS AND 12th July
ALL CHIEF EXECUTIVES OF PNARASTATAL 1985

ORGANIZATIONS

PROGRAMME REUIEW AND FORWARD BUDGET
1965786 - 1968/89

A. INTRODUCTION

I. Accounting Officers are required Lo submit to the
Ireasury, five copies of their Ministry's Programne
Review and Forward Budgel for Lhe period 1985/86 -
1988/89, NOI LATER THAN L1511 OCTOBER 1985. This
circular provides adequale Lime and inslructions and
guidalines Lo be followed for Lhe preparalion of Lthe
forward budgel, tentalive ceilings for recurrent and
development votes (Anrex 1) and a Limetable for Lhe
fiscal year 1985/86 for Lhe preparation of the forward
budgot, revised ostimales and drafl csltimates For
1986787 (Nnnex 1T1).

OQuerall Fiscal Constraints

2. lhe oxponditure ceilings for the yeoars 1986/87 -
1988789 have boen dolermined taking into account the
anticipated revenue trends and {he growth prospects for
Lhe cconomy. Ihe unprocedonted drought conditiaons in
1984785 and the fall +in agricullural produclieon have
resulted in a virtual stagnation of the GDP in 1984,
which grow by only 0.9%. 1his has nol only reosulted in
reduced levels of ordinary rovenue but has also pul a
severe slrain in the cauntry's fercign exchango
siluation through Uhe foodyrain importalion programmne






6.

budget and draft estimates, the approved forward
budget for each Minislry will be strictly followed by
the iry _for draft estimates. Projecls and
programres nol included in the Forward budget will
nat. be considered for dinclusion in the draft
oslimales, Ihe Treasury will be comnunicating to
cach Ministry Lhe approved forward budget for the
period 1986/87-1988/89 at Lhe end of Lhis exercise,
as indicated in Annex 171,

In order Lo strengthen the linkages between forward

Need for a Careful Review of Projects/Progr ammes and

Rece

7.

rent Activities:

The development ceilings in Annex 1 aroc tentative and
are likely to be reduced for many Ministriecs
depending on the portfolio of projecls recommended by
them. This is neceossary in order Lo ensure that the
available recources are more rationally distribuled
among thr sectors with emphasis on completing ongoing
projcects and on selecting projecls with greater
cantribultion Lo productivity and of immediate impact
on economic growth. 1In the recurrent vote also the
Ireasury will disltributae resources sc as Lo improve
the ulilization of existing capacity in essential and
high priorily services and infrastructure and
therefore allocations far some Ministries may have Lo
be reduced from the levels indicated in Annex T,

In view of the above, Accounting Officers should
foltow very closely (he Guidelines and Tnstructions
at the end of this circular in b?ébﬁ?ﬁhQ"EHETFM“MN_
proposals . 'hey should carefully review the
imploementat ion of anqoing development projects and
programes in order o concentlrale resources on a
(Cewer number of projecls inslead of spreading them
Loo Lhinly across a large number of underfunded
projects.  Developmenl funde should be utilized only
on (i) projecls Lhat promise Lo gonerate substantial
benelite al 1ow cosl; (ii) projecls which arc in an
advanced slage of completion; and (iii) high priority
and criltical projecls which need Lo be caentinued and
ffor which there are specific committiment of funds
from donor agencies.

Y\


http:spreadi.ng
http:car'eful.ly

In the recurrent vole also it is apparent that not
all services and aclivitics can continue to be funded
alt existing leovels in view of the present Financial
constraints. Acounling Officers should therefore
identify Lhe infraslructure and services in their
scclor which should rocoive priorily in the
allocation of rocurreont ffunds. Therefore a careful
revicw of all activities/sorvices and infrasiruclure
funded through the reocurrent vole should be
undertalken as an casenlial parl of the {orward budget
exercises by vcach Ministry.

B. PROCEDUKES 10 BY FOLLOWED IN THE REVIEW OF PROJECTS AND

PROGRAMMLS AND LN 11t PREPARATLON OF THE FORWARD

Inclusion of Paraclalals in the Forward Budged:

10,

In Lhis year's Programne Review and Forward Budget
those Paravtalal Organizations whose investments will

be inanced Jrom Uhe Development Eslimales must
submil Lheie borward Budgets through the respeclive
Ministries. N in Lhe past any propeosed financing

from Lhe Fxchequer and/Zor from exlernal donor
agencies s L be contained within their respective
Ministry's coeilinge.

For thic cateqgory ol Parastatal Organizations. draft
forward {inancial and inveslment plans will be
propared in conjunction wilh the [nvestment Division
of Lhe Ireacsury.  Theso paraslatals are reguired to
sel out inuvestment projects according to the
guidedines and format provided in this circular, and
in the publication entitled, "Guidelines for Lhe
Preparation, Appraisal and Approval of New Public
bector Inuesliment Projects" which has alrecady been
circulaled to all Ministrics and Paraslalals falling
under Lhie respeoctive Minislries., Each Parastatal
must o submit copics of the drall forward budgel
including projeciions of Lheir loreign exchange
reguircient < bolls ta the parenl Ministry and to the
Inucstment Bivision of the Irceasury as evarly as
possible, wnd in any case nol Jater than the 30th
August, 1985 as indicaled in Annex L. The
responsibility for ensuring that the Paraslaltals
falling under this calegory comply and submit Lheir
propucalys accoralely and promplly Ties wholly with
Lhe Chicl Ixecubtive of the Parastatal in question and
the Permanent Scececlary responsible for the parenl
Minisiry under which Lhe Paractatal is acceuntable,

\
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dnvolvement of Districts in the Forward Budget Exercises:

12.

13,

In line with the policy of dimplementing District
lFlocus For Rural Develop. ent, Accounling OffMicers mustk
ensure Lhalt the Dislricls are fully involued in Lhe
preparation of the lorward budget. The altention of
the Accounting Officers is drawn to Circular No.
OP/DCO. LA/12/71A7C104) dalted Ath Decomber, 1984 [rom
the Chief Sccrelary lor Lhe dncorporation of districl
inpuls dinlo Lhe 1985%/86 Ministry oudgets. In order
Lo ensure that districl priarilie: are reflecled in
Lhe Ministry's lorward budgel proposals, Account ing
Of ficers should furnish Lo their respeclive districl
heads, by 31lst July, 1985 the following information.
(i) Tentalive ceilings for Lhe dislricl for
recurrent forward budgel and For dislrict
specific projects and national Jrojecls and
programmcs wilh dislrict specific components
in the developmenl forward budget,

(iti) A statement laying down Lhe Ministry's
prioritics for budget cxpenditures and
guidelines for (he secbor, and

(iidi) N list of projecls/programmes in the
developmenl lorward budget that are subject to
pre-~cexisting Government or foreign aid
commitments thal cannol be altered or abridged.

1h0.dis@rjc(a in turn will submil Lo Lhe respeclive
Minislries, to Lhe attention of Lhe PE&EEO, not later
Lhan 30Lh Auqgust, 1984, (he foallowing dnlormation:

(i) the relovanl coclions ol i ko 1985786 Annex of
its Diaclricl Development Plar, which includes
the dislricl proposals op inclusion in the
Ministry forward budgel (or 1986787,

(ii) C(.ummfnl.s and wicws of Lhe DDC on Uhe
Minicslry's expondilure priority statemenl, and

(i) The district roview of Lhe Ministry’'s
tenlalive allocalians (ar recurrent and
developmenl Morward budget and recomnendations
and prioritics for improving on the proposed
activities in Lhe districl.
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Procedures to be Followed Within the Ministries for the
Preparation of the rforward Budget:

17, 1In order Lo ensure Lhal Lthe Programme Review and
Forward Budget process is trealed as a planning
exercise and clear priorities are cstablished For the
allocalion of recurrenl and developmenl resources,
Accounliing Officers should Fuily involwe Lhe Planning
Divisions/Unils in their Minislries in this
exercise. L is therefore suggested that Ministries
should constilute a Budgel Secrelariat consisling of
Lhe PF&EO/US(F), Lhe Planning Officers in Lhe
Ministry and representatives from the Technical
Departments . Fhis Secretarial should be given the
responsiblily far Lhe collection, compilation and
analysis of information from Lhe lechnical
Departments, Lhe districls and the Parastatals and
For the revicw of {mplomentation of existing
programmes and projects.

18. The review and analysis made by the Budget
Secretarial should be considered by a Budget
Comnittee consisting of the DS(FY, Hrads of
Departments, Head of the Planning Unit and the
Chairman of the SPG concerned From Lhe Treasury. The
SNS/AS concerned Mrom the Budgelary Supply Department
should also be invited fer Lhe meetings of the Budget
Commitlec. This Commillee will also ensure that the
information to be submilted Lo (he freasury is in the
prescribed formals and 3s complele in all respects.
It is apparcont Lhalt tLhe Budget Committe will not be
able to firalize ils recommendations Lo the
Accounting O ficor in one siltlking. Therefare the
Accounlting Officers should plan 10 sufficient details
Lhe aclion Lo be taken wilhin their Ministry, soon
afler tecedving this circular Lo ensure that this
exercise is carried out properly and the time limits
indicated in Annex 11 are followed.
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FORMAT OF PROGRAMME REVIEW AND_FORWARD BUDGET

Recurrent Forward Budget

19.

The information to be submitted to the Treasury for
the draft recurrent lorward budget should consist of
the following:

(i)

(ii)

(iid)

A Policy Statement (not exceeding 3 or 4
pages) indicating the priorities established
by the Ministry for the allocation of
recurrent budgels, including a list or
services, activilies and physical
inffraslructure (from among Lhe existing
services, activities and physical
infrastructure), which will be given priority
during the foarward budget period. This
sltatement zhould also indicatle problems, 1if
any, in increasing the utilization of exlsling
capacily and in meeting the recurrent costs of
completed development projecis and as Lo how
the Accounting OfFficer Prueposes Lo approach
such problems, within Lhe existing financial
conslktrainls.

The Forward Recurrent Budgelt Sumimary in Form
R, as per the format attached, giving gross
eslimates, AIA's and nel estimates for each
sub~-vote and head.

A more detailed explanalion analysed into
individual expenditure items for year 1 is
required for each head. For years 2 and 3 the
explanation could be on head basis
highlighting tLhe major factors influencing the
gross expenditure and AIA's. The explanation
will be given by completing Form B, as per the
Fformat attached,

a



(iv)

and Programmne Brief For cach budget
head g g Lthe following informalion, in not
more than 2 or 3 pages poer head:

Ramark

(a) The objectives sel for Lhe activilies
of Lhe head, and a <tatoment of Lhe
need to which the aclivilics are
addressoed;

(b) tvaluation of planncd and realized
oulpuls or performance in relation to
Lhe sltatoed objeclives and physical
Largels, where applicable, Lo bhe
achicved during rach of Uhe {orward
budgel years; wand

(c) Funding dmplicalione of any
developmenl activilics/complaetnd
development projoecte which will
Foquire rocurrenl. funds during the
period covered, under he budget head.

quelopmenp'Lp[mardwﬂudguL

The dnformation to be submitled Lo the lrcasury for Lhe

dovelopmont

(i)

(ii)

(iii)

forward budgel should consist of Lhe following:

A Policy Statemenl dindicaling Lhe priorities
indontilicod by the Minislry For inuostmenls
and deve lopinen! programmes within Lhe sector,
and Lhe major projecls/proyramnes and
commitments in cach sub sector;

Draft larward Bevelopment Budget Suimnar . as
per the Tormal given in Form C, Qioihﬁ'yor
cach cub -vole and hoad, csbimales of grogs
expondilur e, AIN's (whope applicable) and net
budygotlary vxpoendiluyres;

Details of Draft torward Development Budget,
as per the {ormal given in Form 1, Lo he
submilled by cub- head and §Lem for year 1 and
sub -head only for years 2 and 3;




(iv)

(v)

(vi)

(vii)

- 10 -

A_Projects List, indicating (a) high.priority
and critical ongoing projects Lo be included
for funding wilthin the forward budget ceilings
including the gross levels of expenditure for
each project, for cach of the forward budgel
vears,; (b) projecls from out of the above
Qroup, which are currently being funded by Lhe
Government and which are considercd
appropriale lor donor (unding lLhrough grants
and sof t Joans; and (c¢) projecls Lhat will be
deferred, phascd out, redesigned or cancelled
from Lhe current porifolio in order to provide
adequate funds for prcjecls included within
the forward budget ceilings;

Projecl Financial Data as per Lhe format given
in form E, qgiving Uhe total costs of Lhe
project/programme, Lhe lotal exlernal
assistance available in Lhe form of AIA or
revenue, whelther the external assistance is &
granl or loan, the gross expenditure incurred
upto 30th Jun~, 198%, and Lhe proposed gross
expenditures for the forward budge!l years
should be provided for all projecls/programncs
included for funding within the forward budget.
ceilings;

For projects includrd under category (b) 1in
paragraph (iv) above, and for such of {hose
projects included wilhin Lhe forward budget
ceilings for which additional or supplementary
donor funding is sough’ by the Ministries,
information in the loruat indicated in Form F
should be provided for initiating negoliations
with donors during the Consultative Croup
meeting Lo be held carly next yoar; and

]hgmpgyglgpmonl'Prpgrammcthigﬁ, containing
the following informalion for rach ongoing
project or programme, where applicable: - (1)
the epecific purpose for which the requestoed
Funds will be usoed, using Lhe guidelines For
project dmplementalion col out in M.E.P.D.
Circular No.1 of 1982 (i1) tLhe degree of
implementalion realized La date; (111) Lhe
stalus ol legal commibinenls, and variations in
project costls previously agreed with the
Ireasury; and (iv) Lhe siart date and (he
lotal expenditure up Lo 30th June, 1985: and
for conslLruction or physical projoclts, the
estimaled total cosl and complelion date.

Nolg
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22.
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I'he Development Programme Brief must also contain the
programne which exceeds KPounds Yﬁ0,000 in total
developmenl expenditure, and which will brgin during
Lhe three year forward budgetl period; -

(i) stalement of objectives, levels of oulpuls or
benefils Lo be realiczed;

(ii) schedule of implementation stages as sel out
in the M.E.P.D. Circular No.l of 1982, and

(ii1) estimaled commencemeont date, completion dale
and tolal cosl.

This information i¢ Lo supplement the costs and
financing information required in Forms D and E.

For new projcects or programmes which excecd KPounds
100,000 in lolal devslopment oxpenditure, and which
are scheduled to begin in 1986/87, the Development
Programne Brief must contain {he Following additional
informalion:

(i) oulline of project organizalion within the
Minislry or Parastatal, and {he means of
effectively managing project disbursement,
implementation and doror roimbursoment;

(ii) detadils of project/programne costs, and
financing including source and terms:

(iii) analysis of project viability - technical,
financial, economic and social, as appropriate
to the projecl or programme;

(iv) summary of employment crealion, foreign
exchange likely to be generaled, and olher
benei its such as development of technology and
skille, and generalion of Government revenues,
conlribution Lo ‘increased production or
productivity, etc.

7

V4
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24,
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In Preparing Lhe inrormation for Form D, it should be
noted that under some votes in the 198%/8¢

Deve lopment Estjmates, Projects and Programmes arco
shown asg budgetary items, whilo in others ag budget
heads. Whera this is the tas2, Ministriesg should in
consuliation with theip resnecliye Budgolary Supply
Officers, Propose now head and sub -head numbering so
that all projects and Prograimmes arc identifjed as
heads while aqroaranhicg] Yecatlione oF cach project
and prugramme wee sdenlified ae sub- heads fo]]omjng
Lhe standard aeegraphical codes altached as Annex I11
to this Circulapr’ Specific tomponents of cach
project or Rrogramie should e identified as iltems,
Fetimatles Working Groups wil7 review and finalise
LYiesea Proposals,

The attention of Ministries q¢ also drawn to the
compulsory and ralionalized itom specificaiion codes
outlined ip Annex 1V to this circular, Except where
broeviously allhorised by the rrndsury, Lhe iton code
and specification indicaled in Annex Ju should be
Lreated as compulsory by all] Ministries. Where Lhere
are AIA's 49 the development vole, din {he form of
direct Payments by dongr agencievs op credit

purchascs dislingt cade numhops should be used to
distinguish Al1A's [ron extornal grants and Ala'g ("rom
external loans, asg indicated in Annex 1y,

In RPreparing the information for Form D, great caroe
should be taken Lo include correcl details of
exlernally aided projects . Questions regarding the
terms of donap loans should boe Laken up with the
Exlernal Aid Depa, went of {he froasury during the
Preparation of (he draf( forward developmont budget
and submwissions Must bo based op realisiqic
assessmenls, hoth of the auailabj]ily and torms of
external aid, and of the abilily of [he Ministry Lo
Use it eFfectiuo]y.


http:specif'icaL.on
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D.

26.

REVIEW OND FINALTZATION OF FORWARD BUDGET FSTIMATE

27.

- 13 -

The information in Form F is required by the Treasury
for negolialion of external assistance for deepening
the support Lhrough grants and soft termm loans for
exisling Government funded projects. During Lhe
Consultative Group meebing wilh donors, details of
projects and programmes din which the Government would
like donor assistance are presented., These
projecte/programics are sclecled from the approved
forward budget . lhe c¢riteria for Lheir inclusion are
Lthal thoy have budgetary supportl and, where projects
are wholly Govermnent (inanced or require additional
donor {inance, they have a demonstrable priority. 1In
order Lo have Lhe right projects and nrogramnes
included, Ministrics must provide all the relevant
details in Lhe Consultative Group Project Form (Form
Iy and follow up withe the Lstimales Working Groups
to Iinalize Lhe details.

it

Roview and (inaltization of Ministlry submissions will
be undertaoken by the Lstimates Working Groups (EWG),
which arce chaired by Lhe Budgetary Supply Officer
responsible for cach Ministry., The EWGC's will be
responsible for the following:

(i) Lo revise Lhe estimates for 1985786 to reflect
expendilure adjusiments for ongoing projects
and prooramnes;

(i) Lo adjust loruward budget estimates within the
ceilings shewn 1n Nnnex I, considering
projecls and programae briefls, expenditure and
donor roeimbursement. records, Ministry and
districl prioritics and Lhe guidelines and
instructions alltached to this circular;

(iii) Lo dindicate Lo the Budgetary Procedures Group
where deficioncices in projecl/proyranmse
appraisal or dmplementalion planning existl;

(ilv) Lo approve projecl proposals lor discussion by
Lhe External Nid Departmenlt with donor
agencies (Lhe EAD will nol procecs nroposals
lthat do not have the prior approval of the
relevant WG 's); and
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JIME SCHEDULE FOR SUBMLISSION OF DRNFT_PROPOSALS

29. To enable the fullest consideration being given to
this dmportanl planning vxercise, Accounting Officers
must dmmediatelyv plan the various sleps Lo be takoen
in Lhe Ministry, Ffor Lhe preparation of Lhe Forward
budgel and for ensuring that all (he niecessary
information is compilod and submitted to Lhe reasury
as early as possible, and in any casce NOT LN1ER THAN
THE IS5TH OCTOBER, 198%. 1L is imperative Lhal Lhis
date be striclly adhered Lo, Lo avuid hurricd
consideralion of proposals which offen adversely
affects the dnlerests of Ministricrs. No devialion
from thi  dale will be allowed unlegs prior wrillon
authority quoiing a revised date will have bean
recetved from the Ireasury. A list of crucial datoes
in the estimatos procedurcs for (his year dis provided
in the Budget Calondar in Annex 1T For your [urlher
guidanco.

300 T ds strongly suggested thel Lhe roelevant Supply
Ol ficers be kept informed, and Lhoir udows sought for
all querics, clarificalions cte., either din Lhe
Ministries during Lhe preparation of Lhe (orward
budgel ar subsequently in their concideralions in Lhe
Ireasury.  Any clarilication with regard Lo bhis
circular and/or the guidelines and instruclions
should also be sought from tho Supply Officer
caoncerned.

(Signed)
H.M. MULI
PERMANINT SECREIARY 10 THE TREASURY
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MINISTRY OF FINANCE AND PLANNING
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TREASURY CIRCULAR NO.?2 P.O. BOX 30007

TO: ALL ACCOUNTING OFFICERS NAIROBI
18th April,
1985

DRAFT ESTIMATES OF REVENUE AND EXPENDITURE 1985/86

1. Accounting Officers are required to submit to the Treasury

five copies of their Estimates of Revenue and Draft
Recurrent and Development Estimates of Expenditure for
1985/86, not later than 29th April, 1985. The following
instructions should be closely followed in preparing the
drafl estimates.

EXPENDITURE CEILINGS

2. Ceilings for individual votes for 1985/86 estimates are
given in Annex 1 to Lhis Circular. The overall ceiling
has been determincd taking into account the anticipated
total revenues in 198%/86 and the likely Lrends in the
economy. Given Lhe rapid increase in debl service
requirements combined with the relatively slow growth of
Governmenl revenues, it is essential the total
expenditures in 198%5/86 should be limited to the levels
indicaled in Annex 1. Ceilings for individual votes were
established after finalization of detailed discussions on
each vole during preparalion of 1985/86 - 1987/88
Programme Revicw and Forward Budget. [n real terms the
attached ceilings do not reflect any significant growth in
expendilures, compared Lo Lhe inciease in price levels,
Accounting Officers are, therefore, expected to appreciate
the fiscal consltraints reflected in the ceilings and frame
their estimates strictly within the limits given for their
respective votes,
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The requirement that all expenditure proposal(s) must be
held within the ceilings will need a carceful review by all
Accounting Officers of services and programmes in the
recurrent vote and of all the development projects in the
development vote. It is apparent that not all swrvices
and activities can be continued to be funded at exisling
levels in view of the present financial consiraints .
Accounting Officers should therefore idontify clear
priorities for the allocation of Lhe imited rocurrent
Funds . Funding should be restricted to essenlial and high
priority actiuvitics, services and infrastructuro. [he
level and quality of services should however be dimproved
through improvements in cificiency and productivitly .

As far as development cobtimatos areo concerned, 1t ds clear
that the attachnrd ceilings do noi refl lect any real
increase in expondilures compared to the dncrease in
development costs . fherefore some projrcts alrcady
approved in the forward budact may haue to be postponed in
order Lo tind money to finance the increase in costs of
projects that arc rctained in the budget Development
expenditures will therefore have Lo be concontrated on a
fewer number of projects by all Minislrios instead of
being spread too thinly across a targe number of
underfunded projccts . ficceunting Officers should
Lherefore ensure that developinent funds are utilized only
to such of those projects that promise to generate
substantial benefits at low cosl and which are in an
advanced stage of completion and high prierity and
¢ritical projects which need to be continued and for which

there are sperific commitment of funds {rom donor agencics .

In the allocation of Limited budgcetary resources to
Government activilics and services din {he recurrent vote
and Lo development programmes and projects in thoe
development vole, Nccounting Officers should give priority
Lo expenditure proposals which will: (1) conlribute
immediately to increascd produclion in {he cconomy; (11)
Create employment and income genuerating ovpportuniticsg
through private productive activitics, capecially in rural
areas; (iii) assist Lhe small farmers, pasloralists,
landless rural workers, urban poor and the handicapped to
increase their economic productivily; (iv) varn or Sdave
foreign exchange through exports or efficient lmport
subslitutions; {(u) promise substantial payments for Lhe
costs of the services by the beneficiarjcs.
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While formulating the Forward budget For the period
1985/86 - 1987/88, Accounting OfFicers wero required lo
review their recurrent programmes to identify where and
how revenuces (nppropriations~in—njd) can beo increasod, so
that services could be extended to now arcas . Where gross
expendilure ceilings were agraeod upon din anticipation of
receiplt of projecled ﬁppropriations-in»nid, Lf any amount
of Approprialions-in Aid is not Tikely to be collectod,
both Lhe gross and net expenditure cstimato proposals for
the alfected vote for 1985/86 must be reduced as
applicable.

DISIRICT FoCUS

7.

8.

In compliance with Government policy of imp]omontjng
district focus rop rural developnent and in order to
integrate the districts in the budgetary processes, each
Ministry is required o idenlify and provide budqget
information for ils projecls or prograimmes which are
dislricl spocific in nalure . F'hese include Lhe following:

(i) Projuects or Programmes for which the Authority (or
sub-authorily) Lo [ncur Expendilure will be issued
at the District level:

(i1i) Projects or Programnes which will be iargely
implomentod by or under the supervision and
dircction of tLhe Districl Head or his staff, or
which depend on the district department of ficers
For support (such as vehicleas and petrol), whether
or nol Lthe ATE dis hold at Lhe district level, and

(Li1)  Projects ar Programnes which are contained solely
wilthin a District, irrespoeclive of where the AID is
held,

Adhering (o Lhe budgetary mechaniasin in support of the
District tocus Strategy, Accounting OfFiceors are roquired
to avsomble a Iisl of District specific projecls and
Programne activil ies (with budgets) on a Distiict basis,
This dnfarmalion s to be preparad by completing and
submitting Lo Lhe Irecasury iye copies of Form DD-D, five
copics of FTorm DD-R and supporting documentetien which
musl be altachod Lo the estimate proposals of the
Ministry. 1In many cases the listing of projoects will
coincide with the AlEs which will be issued to the
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3. Part TIT - Broakdown of Part Tl by Sub-head and
Ttem showing gross, A-1-A and net
estimates for 1985/86 and approved
estimatos for 1984/8% for Development
Uole. (Annex [U)

4, Part. 1V - Details of Personal Fmoluments by Budget
Head lFor Recurrenl Voln,

h. Molor Vehicle Establishmenl Schedule by
Budgel Head.

6. Forms DD-R (Recurrent) and DD-D
(Developnent) .

7. Fxplanatory Notes for Recurrent and
Dovelopment Yotes .

Care shouid be Laken Lo ensure that Lhe Lotals of both
subhead and items dolailed in Forms DD-R and DD-D and part
ITT cross check and agree with the relevant head and item
Loltals in Part L. Simitarly, Lhe subvole totals in Part
IT should agroe with the Lotals in Part 1.

Code Struclure of Voles, Subuoles and Heads: No basic
changes are proposed in the code struclure of Uotes,
Subvotes and Heads for Lhe 1985786 FsLimates and the Form
of Lhe Printed tstimates {for 1984/8% should be followed in
Lhe cubmissions, Ll any Ministry proposes Lo change Lhe
contenl of Lheir Subvoles and Heads, or create a new Head
oramnidgamate two leads, such changes wmust be approved by
the dreasury prior Lo the submission of Lhe Draft
Eelimales.  Minor changes will First be discussoed by Lhe
relevant Letimates Warking Croups and later by Lhe
Budgelary Procedure Group.

Compulsory Item Specification: Accounling Of{icers'
atlLenlion is once again drawn Lo Lhe ralionalised 1iltom
specification codes oullined in Annex 11 Lo this

circular. Fhe discrotionary use of different item numbers
by some Ministrice for ddentical types of expenditures din
difterenl programmes and praojecls leads to difficulties in
detorming Lolal recource allocation Lo a programme or
group of programmcs and projecls and o Lho






INSTRUCTIONS 10 BE FOLLOWED, RESPONSTBILITY AND TIME SCHEDULE

FOR_THE SUBMISSION OF

L6 .

17.

18.

19,

The allention of all Accounting OflMicers ic drawn to the
detailed dnstruclions and guidelines allached al the end
ol this circalar. These should be {ollowed very closely
in preparing the drafl estimates and any proposal
violating Lhese dinslructians and guidelines will not bo
accepled by ihe Ireasury for funding. JThe responsibility
For Lhe Uimely submission ol Lhe esliwales Lo Lhe Jreasury
and for the accuracy of their details resls enlirely with
the Accounling Officers personally. fhey should
therefore, dssuc further dirceclions as may be necessary to
enable them Lo discharge this duly properly. As in the
pasl, Drafl bstamales must be submilled to the Treasury
under Lhe signature ol Lhe Accounting Officer responsible
for the particular volo.

As you are awarc, a lol of time has already boen spent
over Lhe Tasl few months by of ficials rom your Ministry
and Lhe Minislry of Finance and Planning in Lhe detailed
discussions on Lhe Programme Review and Forward Budget
covering 1985/86 to 1987/88. Fhe oreparation of Draflt
Esvimales is decmed Lo be a conlinualion of the forward
budgel. discussions and For Lhis reason, [ expect that all
Nccountiing Of fdcers should be able (o submil their
proposals (o Lhe lreasury by 290h April, 1985,

In the past some Accounting OffMicers have (ailed Lo submit
their estimabes by the due dale leading to avoidable
delays in the finalization of 2 whole cstimate

OXOPCiso, Ihis unsatisfacltor ituation inuslt be avoided.
1 therefore request all Accou  .ng Offdcers Lo cooperale
in Lhis rogard.

AT Mindctrice aod Departuwent are asked Lo noite that Lthere
will be no Supplemenltary Estimales {or eilher rocurrent op
development spending during 1985%/86.  Any quorics op
problems rolating Lo Lthis circular should be direclted in
the first dnstance Lo Lhe Chairman of the Lstimales
Working Group responsible (or a particular vote.

(Signed)
H.M. MUIE
PLRMANENT SECRTITARY 10 THE TREASURY

W\
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FINANCIAL MANAGEMENT WORKSHOP NPPENDIX E
PLANNTNG AND BUDGE I
KENYA

FROM "DISTRICT FOCUS FOR RURAL. DEVELOPMENT"
F THE PRESTDENT, REVISED JUNE (984 ANNEX T1:
T SUMMARY OF THE G.0.K. BUDGETARY PROCEGS™

Ihe Governmnent's budgelary proce<ss {alls inlo Lhree stages

during the coursc of a yoar: lhe preparation pracess for
winislerial cedling; the estimales preparal ion process: and the
expenditure cycle. Diostrict Tocus afllocls ecach stagno.

Fach winislry has two budgels: The rocurrent budget, which
covers largely Lhe ongoing operating cocle of a ministry, and
the development budgel, which is woant Lo cover mosl of the now
investment and capital construclion. lach year Lhe Ministry of
Finance and Planning issues through Ircasury circutars Lho
ceilings that cach ministry should not oxcoed when proparing

Lheir budgels For the forthcoming year. Ihere i a ceiling for
the winistry's rocurrent budgel and anot hep ceiding for dtls
dove lopmenl budgol . theve coilings are bascd upon the Ministry

of Finance and Planning's beol eslimale of how much Jocal Lax
revenae, foreign granls and loans, and domestic borrowing are
availuble Lo cover Torlhcoming recurrent. and dovcelopment
expenditures . Unlil recontly, domeslic Lax revenue has been
suflficient Lo covor the GO K. rocurrent budget, bul financing
deve lopmenl expendilures has always roliocd heavily on lforeign
granls and, most important, on Joans balh from overseas and

within Koenya, Minisirics should not oxceed Lhoir total
ceilings, <ince cuch rovenue and aid i< 9n sharl supply
relalive lo cxpendilure pogquiroments In addition, leans are

increasingly expoensive, bolh in Lerms of dinleros! and in terms
ol competing dewands on domestic crodil {rom Lhe privalte sector.
these ministirial ceilings are not Lhe ceilings for district
specific projocts referred Lo in Lhe original District Focus

for Rural Development.  They, however, arc relaled Lo cach
olher. When a ministry adds ils ceilings for district specific
projects to Lthe funds available for non dictricl projects, this
sum should not exceed the tolal minislerial ceiling. In short,
dislricl-specific ceilings ropresenl a disaggregalion of {he
Lolal minislerial coiling.



Each wmioiotliy . developmont budget and recurrond bhudget is
based cn eatimales of proposed expenditures for (he winistry's
new and ongoing projocts and acl {uil Ies . Most winistrios
inidially propose a sel of ol imalos thal exceood Lhoir

ot bings, bul the Printod |y bmates, published in June, rotloecl
A sl ool culimaton Uhat have been braugbt down o b wilhin &
dear cedbing Throngh a copien ol diccnaaians hotwoenn (he

operal bng minialry and Urcaon o v e cetimates proparal fon
process b really aoyoear Porvvg el erpr e and talls intlo Lhree
distinct poriode Jdo g Uhe course ol The weay 0 Programne
Revw e aod 1o Rudget dor the nexl 305 yours should boe
reviced and prepared D aeen oty and Seplomber; Roeuised
Podiimales Tor The curron Financial yoar shonld he discuusngd
and agreed apon helween O {oboy and March, and Drall Annual
Psbamaloes for the vocnrrent andd develtopment hudget should he
FTormulaled for the Dest | inan tal wequence of slages (Lthore s
a Ay Some SHippage) o Uhal Lhe Deal i Mnntal st imalos
should e hoaaod in Parae part on the el imalee of 1he [orward
Budgel and Reoviowod | ot fmal o Clagaes L ds Uhe T orward Budynt
which firat propoce. whal showlad e o projoect funding level
Poronex oyoear, while e Reeoraod bt bl o deltermine whethor or
nat the project e funding Trewed for this year PeQUuE ey
stpplementary tunds, which hae g boaring on what noxt yoar's
allocalion vhould be Both the [orward Budgel and Drafl Annual
Pelimaleos wre prepared according to ocotlings iusucd in lreasury
circutars while {he oul come of Lhe Reviaod ol imal e ref Joct
wihel her or not g minrslry has beon able Lo heop oxpondilures
within Pte approved ool imal e {or Ehe curronl Cinancial yeoar .

he cnbimates aro printed down Lo Lhe ntem Teuenl Fheo Ttom i«
the Towe <t Looue ] of dicagaregat ion n Lhe prialed budget and
Lypreally roproawont a Lype ol expendiinre, o . Perconal

Fmoliiment ar franaport Operal ing | Ve e Ftews add up o
make oo prajed progeannne o actb tu by, whiioh pe ogoal ted a head
or suuhead Uncloar Dty o o, wabheade will b U
incroasingly (o ooty thee doaieiel an whiich o projocl i
Tocal o Phewo peojecto, on Larn, are rotped and menaged by

b e G gqani sad ianal drbe e thion o w ominis ey, and St h
dratinct diuvivions ap deper e aee ol Cenr el Led subvotes,
NEE wub volos add Up oo o bry e uole, whicl g wimply
danolbher word far ile tofal recarienl or deue bopment budged
NI voles, <uhb volea hioad, oblioade . o Phems are numboroed
and coded, ad oan altempl haw been made 1o aue e Saine codos
For both the recurrent and development bideget -
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