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Strengthenmg the Mmstry of Frnance 
Budgetmg Systems and Capabhties 

The presented report is the final one m a series of regular reports on progress made m the 
execution of the project Strengthemg the Mmstry of Fmance Budgetmg Systems and 
Capabhties It refers to the entlre project period of 7 months (January 1 - July 3 1, 1998) 
and mtegrates activlties and progress covered m both quarterly project reports whch were 
subrmtted m March and June, respectively It is to be noted that ths project is an 
extension of one whch was implemented durmg Aprd to December, 1997, and, m many 
ways, sought to complete or complement activlties whch were pursued under the 
prevlous project 

The purpose of the project remamed the assistance to the W s t r y  of Flnance to 
strengthen its capacity to allocate and manage national financial resources m a more 
efficient and effective manner through a) Improved coordmation between the capital and 
recurrent budgets, b) unproved budget planrung and management, c) the unplementation 
of a programmatic structure for budgetmg, and d) tramng of staff m program budgetmg 

To acheve these objectives, the consultant was requlred to a) collaborate mth the Project 
Cycle Divlsion m deslgmng a fi-amework for the mtegration of the capital and recurrent 
budgets, b) collaborate with the CIDA-supported, Guyana Economc Management Project 
(GEMP) m designmg and lmplementmg program budgetmg, c) develop a t r a m g  plan and 
conduct t r m g  m the Office of the Budget (OB) and the h e  Agencies, and d) develop a 
program budgetmg manual that covered pohcies, procedures and practices 

Imtially, the consultant was offered a one month contract covemg the period January 1-  
3 1, 1998 Towards the end of January, the second period contract covemg February 1 - 
July 3 1, 1998 was signed A work plan representmg the scope of work embodled m the 
contract was developed by the consultant Except for m o r  modfications, ths  plan was 
accepted and activities were pursued and progress measured accordmg to ths  plan 
Occasionally, d m g  unplementation, lt was found necessary to vary the achevement dates 
of some actlmties 

All planned achevements under the project were accomphshed, the last bemg the 
subrmssion of a multi year t r m g  plan The plan seeks to 1dentlfj7 the s l d  deficiency m 
the pubhc service of the Government of Guyana (GoG) and the areas of strengthemg that 
would be requred to sustm the program budgetmg (PB) exerclse over the medium term 
The unplementation period of ths  plan covers three years fi-om January 1998 

Additionally, the consultant supported the Government's efforts to activate the 1999 
Budget process By the end of the project, the Budget Clrcular was extensively rewewed 
and mcorporated the changes and progress made smce July 1997 The C~rcular was made 
available to all Agencies, and, m conjunction with the Budget Procedures Manual, 
represent a vital strengthemg of the budget process 
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A REVIEW OF PROJECT EXECUTION 

As stated, the work plan developed was m keepmg wth the scope of work of the contract 
and the stated objectives and outputs of the project SIX tasks and several associated 
activities were identdied and executed What follows IS a revlew of the lmplementation of 
these tasks and activities and the accomphshments over the 7 months of the period 

1 Integrate Current and Cap~tal Budgets 

1 2 Obiective 

To acheve effective coordination followed by mtegration, between the Office of the 
Budget and the State P l a m g  Secretmat (SPS) m matters relatmg to the formulation, 
review and lmplementation of the current and capital budgets, and to ensure that the 
unpact of capital projects on the current budget are properly identfied and reflected m the 
budget 

1 2  Activities 

* Estabhh worlung dehtions for current and capital budget 
Use dehtions m the context of the 1999 budget 
Standardized codmg structure for current and capital budget 
Remove capital from SPS to OB 

1 3 Approach and Accomphshrnents 

As noted m the prevlous h a 1  report and elsewhere, the a s e d  responsibhties and 
consequent ~nstitutlonal arrangements for the current and capital budgets have drstorted 
the budget process and created problems m the preparation and unplementation phases 
All reports have recommended the mtegration of the two budgets, and, m ths  regard, 
efforts have been made over the past 16 months to accomphh t h  task 

Work on t h  component of t h  project commenced m the second half of May A small 
techcal  c o m t t e e  comprismg the Consultant and representatives of OB, SPS and 
GEMP was formed Discussions were held and prelmmary worlung defimtions for the 
two concepts were developed The work of the comt tee ,  however, was hampered by 
the non-participation of the SPS T ~ I S  was of concern slnce no finahzation nor 
unplementation of the dehtions m tune for the 1999 Budget could take place wthout the 
active mvolvement of SPS Indeed, future substantive progress m ths  area depends on the 
positive mtervention of the hkmster of Flnance 

Other efforts were made to mtegrate the two budgets In t h  regard, work contmued on 
standardlung the codmg structure of current and capital revenues and expenhture A draft 
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four-way classification policy document was developed It has been designed to capture 
the followg lnformatlon 

a) authority, to ldentlfL appropriation or statute under which the transaction was 
undertaken, 

b) purpose, to relate the transaction to the h e  m s t r y  objectives, 
c) responsiblltty, to identlfL the organnational umt that is accountable, 
d) h e  item to identlijr either the nature of the expenditure, the source of the revenue, or 

the cause of the Increase or decrease to financial clalms and obligations 

To facihtate management analysis of hancial data and to make it possible to extract 
relational data fiom one classification to another the classfications would be M e d  by an 
mtegrated codmg system T ~ I S  new structure wdl be the foundation upon whch the 
superstructure can be erected to meet the detaded accountmg needs of GoG It is Intended 
that t h s  new structure vvlU be flexlble enough to be able to accommodate any foreseeable 
codmg needs whch the government may have m hture years 

Several discussions and one vlsual presentation on the new system were held among the 
Accountant General Department (AGD), the Auditor General's Office (AGO), officials of 
OB and the h e  Agencies Of the key stakeholders, only the SPS faded to respond or 
participate Whde the stakeholders have decided on expenditure management the next 
steps would lnclude acceptance of the new codmg structure, decisions on the aggregate 
level of expenditure reportmg, review of the progradactwity and orgamzatlonal 
structures of the Agencies, and moddication to current systems (budget preparation, 
releases, etc ) 

2 Programmatic Structure for 1998 Budget 

To provide a slrnple, functional, mtegrated budgetmg system whch can serve as an 
effective tool for management m the GoG 

I Restructure New Muustries for Estunates 

E v a m e  msslon statements of new m t n e s  
Develop program profiles 
Develop program narratives 
Estabhsh prehmary allocations 
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2 3 Approach and Achevements 

Under the prewous project the exlstmg m s t r i e s  were prepared for the mplementation 
of PB fkom January 1 ,  1998 However, on its accession to office m December 1997, the 
new Government reconfigured some mmstnes whde a few new ones were created Ths 
meant additional work had to be done on the new and altered mmstnes Ths was 
compounded by the lnltial confUsion surrounhg the correct designation, msion  and 
fimctions of the affected ms t r i e s  After extensive discussions wth the Muuster of 
Finance and the Head of the Presidentlal Secretanat, it was decided to create two new 
muustnes and adjust four exlstmg ones 

Several programs for the new ms t r i e s  were already contamed m the exlstmg m s t n e s  
However, it was not slmply a matter of identdication and transfer slnce the programs were 
developed to reflect the mssion and busmess of that m t r y  A thorough exarmnation, 
therefore, had to be done to identlfl the elements of programs that fit ideally mto the new 
m s t n e s  For example, although the responsibhty of the Mumtry of Culture, Youth and 
Sports was gazetted, it was felt that a particular activlty mvolvmg the National Library 
should remam wth the Mmstry of Education 

Both the program profiles and narratives for the new m t n e s  were satisfactordy 
completed and sign off obtamed, although there were few senlor staff m place at these 
m t n e s  Each agency was given a p r e h a r y  allocation that reflected the work program 
developed 

I1 Stafhg; Database 

2 4 Activities 

Obtam status report 
Conduct test run on database 
Evaluate results of test 

0 Commulllcate test run results to Agencies 
Input changes to database 
Fmake accuracy of database 

2 5 Approach and Achevements 

In an effort to reduce the budget preparation workload m the Agencies and to Improve 
corporate control over personnel emolument allocations, it was deterrmned that the 
employment overhead expenditures for the 1998 Estimates would be calculated usmg a 
computemed s t f i g  data base mamtamed by OB The stafEng database is a new and 
important management tool that allows the OB and the GOG to project and manage 

-- 
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personnel cost Nelther the database mamtamed by the AGD nor that of the Pubhc Semce 
Management (PSM) was assessed to be suitable for ths  purpose 

Ths database as used m early January 1998 to generate the personnel emolument spendmg 
for the January to March m t e m  period pnor to Estmtes presentation However, ths 
was done wthout testmg the database and, as a result, the ltutial findmgs proved 
unrehable A test run was conducted on the database and it was found that it was 
populated wth lnformation provlded by the Agencies that was not filtered pnor to 
mputtmg Further, some Agencies had not reported updated lnformation whde others had 
done no reportmg 

A dehquency notice was mued to all Permanent Secretaries (PSs) Ths was followed by 
repeated phone calls These actions met wth considerable success Further strengthenmg 
occurred when responslbhty for control and mtegrity of the database m OB as hlly 
vested m a seruor official AU of the changes were mputted and after several iterations, the 
database achleved a 97 percent acceptabhty at the tune of prmtmg the Estmtes 
Notwithstandmg t h ,  dumg the post Estlmates phase, it was found that many Agencies 
had fed erroneous lnformat~on to the OB In a number of the Reglons and m a few of the 
r m t n e s  (mcludmg the two pdot rrrrmstnes), the emoluments of several staff were either 
omtted or partially mcluded The subsequent actions of OB have convinced the Agencies 
that they wdl be responsible solely for errors m and omssions to then- staffhg database At 
the end of the project, the lesson appeared to have been learned slnce all of the Agencies 
were m constant contact wth OB concemg the updatmg of then- database as 
preparations for the 1999 Budget started 

III Fmahze 1998 Estlrnates m PB 

Volume 1 M m  Estlmates 
Volume 2 Agency Program Narratives 
Volume 3 1997 Rewsed Estmates 
Volume 4 Capital Projects Profile 
Pmt  and Bmd Estlrnates 

2 7 Approach and Achevements 

The four volumes of the Estlmates were completed m tlme for budget presentation on 
March 30 The new programmatic structure for the current budget was unplemented for 
all Agencies fiom January 1, 1998 The notion of pllot ms t r i e s  m PB implementation to 
test innovations have not had the deslred Impact Nevertheless, the declsion to mgrate PB 
to all of the Agencies wthout the results fiom the pilots has proven to be a challengmg but 
correct one, smce the Agencies have responded positively However, ths  has come at the 
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expense of lmtmg PB mplementation to programs, although sub programs and activities 
were developed 

3 In-Year Expend~ture Mon~torrnq 

3 1 Oblective 

To design and mplement an effective system to capture the Agencies' expenditure plan by 
activity 

3 2 Activities 

Develop wement procedure 
Develop releases procedure 
Implement releases and vlrement procedures 

3 3 Approach and Achevements 

In the context of PB, it is necessary that program managers be given flexlbhty m the 
management and use of thelr resources to acheve estabhshed objectives At the OB, an 
automated system to momtor the releases of b d s  to programs on a monthly basis was 
developed, tested and mplemented T h  rather complex system operates m a network 
envlronment thus allowmg OB staffto work smultaneously on the release of h d s  More 
specifically, the system allows for the recording of cashtlow projections, releases requests, 
actual expenditures and habhties It also allows for the prmtmg of statutory and 
appropr~ation warrants and unpsud accounts F d y ,  the system produces reports that are 
used as official records of transactions by the Agencies, OB, AGD and AGO A slrmlar 
system for vlrements was also designed In May, ths  system was moddied to allow for 
vlrement of funds across programs w t h  an Agency 

In the prlot Agencies, an Automated Vote Book (AVB) has been mplemented smce 
January 1998 It is designed to provide managers wth ~nforrnation to assist m the 
management of activity, sub program and program budgets 

4 Budget Procedures Manual 

4 1 Oblective 

To document the pohcies procedures and practices under the new PB system adopted by 
the GoG 

Develop draft version 
Present drafi to stakeholders for comments 
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0 Review comments of stakeholders 
Develop second draft 
Modlfy, review and approval 
Dlstribute manual to all Agencies 

4 3 Approach and Achievements 

A first draft of the program budget procedures manual was completed m Apd The 
purpose of the manual is to prowde gudance to all levels of management and 
a-trative st& m the p l m g ,  preparatlon lrnplementation and m-year management 
of PB for current expenditures The manual attempts to answer questions about the PB 
process m GoG, to outhe  the underlymg prmclples, and to explam the vmous 
responsibhties and roles of contributors to the annual budget process 

The manual contam an Introduction and five parts 

a) Introduction - a brief descnptlon of PB prmciples and theones 
b) Part one - GoG financial environment 

c) Part two - Strategic p l m g  
d) Part three - Agency preparatlon 
e) Part four - Consultat~onlfinahzation 
f) Part five - In-year momtomg 

In addition, there are four appendces 

Appendur 1 - Glossary of terms 
Appendur 2 - Detads of current expenditure 
Appendur 3 - Llst of forms for estimates analysis 
Appendur 4 - List of warrants 

The first draft of the manual was circulated to key stakeholders mcludmg the Mumter, 
Office of the Budget, Secretary to the Treasury, Accountant General, State Plammg and 
pdot Agencies and GEMP Indiwdual comments were sohclted, m addition to several 
group lscussion sessions (SPS did not participate) The comments, suggestions and 
recommendations were mcorporated mto a revlsed draft, whch, after rmnor moddicat~ons 
and amendments, was approved by the Secretary to the Treasury and the Mumter of 
Fmance The manual was duly signed for dlstnbutlon by the ST The MtIllstry of Fmance 
(MoF) provided resources for copymg the manual whde GEMP undertook responslbhty 
for bmdmg them At the end of the project, 220 coples were dlstrlbuted to all Permanent 
Secretaries and Program Managers of the Agencles, and, fiom mdlcations and feedback, it 
is bemg used extensively m the preparatlon of Agencles' 1999 budgets 
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5 Budget Offke and M m s t r ~ e s  Strengthening 

To Increase the institutional capacity and lrnprove the budgetmg capabhty of staff m the 
Office of the Budget and the h e  Mmstries m order to sustam the new system of Program 
Budgetmg 

I EPMU Implementation 

5 2 Activities 

Prepare EPMU report 
0 Discuss EPMU report with stakeholders 

F&e EPMU report 
Obtm GoG comtment  to mgrate EPMUs 
Estabhsh EPMUs m selected Agencies 

5 3 Approach and Achevements 

Slnce 1996, the GoG approved, m pmciple, the creation of a structure that would help 
sustm the PB reforms after the techcal  assistance provlded by BEEP and GEMP ended 
Imtdy,  these Umts were created m OB and m the two pdot Agencies As a result of the 
experience gamed durmg 1996 and 1997, the concept gamed importance m terms of its 
usefulness as a management arm m the other Agencies Plans for Expenditure P l m g  
and Management Umts (EPMU) development evolved fiom the idea of a central u t  m 
the Mimstry of Fmance to one of estabkhmg an EPMU m each of the sigluficant Agencies 
of GoG 

A diagnostic survey was conducted and an EPMU report was prepared and presented to 
the regular Project Management C o m t t e e  (PMC) - a C o m t t e e  cha~ed by the 
Consultant and mcludmg representatives fiom GEMP, OB, AG, MISU, and the pdot 
Agencies Although it was envisaged that all of the 36 Agencies would have been part of 
the survey, tune and other constramts narrowed the sample to the core Agencies 
However, a prehmary survey was conducted of all 36 Agencies usmg exlstmg financial, 
employment and budgetary information to amve at the core to be M y  surveyed 

The report ranked and categorized all Agencies Into three categories those that were 
large enough to merit havmg an EPMU, those that were too small to benefit, and those 
that would requrre further mvestigation The report also outlmed the various options for 
EPMU functions The PMC recommended that all Agencies estabhsh EPMUs, but that 
only the larger Agencies would actually employ new staff In the other Agencies, exlstmg 
staff would be identlsed who can be tramed to fulfill EPMU responsibhties 
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An unplementation plan o u t h g  the establishment and prunary functions of EPMUs was 
developed, specdjmg 

a) proposed terms of reference, 
b) coordmation options for MoF, 
c) a standard unplementation approach for each EPMU site, and 
d) an mtial EPMU Information Technology acquisition strategy 

To ensure buy-m by all Agencies, Permanent Secretar~es were visited to m h e r  explam the 
need and mportance of the early creation ofthe EPMU, m tune for the 1999 budget cycle 
Further, each EPMU of an Agency was prormsed a computer complete with accessories 
to be financed by GEMP All of the Agencies responded positively In late June, 36 
computers arrived and were handed over to the MoF for distribution to the Agencies Ths 
has certady accelerated the estabhshment of these Umts, smce, by the end of the project 
8 were hlly functional 

Vote Book Preparation An Automated Vote Book system was mtroduced m the 
Agencies T r m g  on data mput procedures as well as lnforrnation and report 
extraction, and voucher preparation, usmg t h  new system, was promded to 60 
persons - 2 fiom each of 30 Agencies - over a 5-day penod At the begmrmg of 1998, 
the accountmg and vote book mamtenance clerks were tramed by the AG staff to 
ensure the smooth transition fiom Heads to Programs m all Agencies for current 
expenditures 

Use of Computers In Budgetmg h m g  fiom a survey admmstered to staff of OB 
and the pdot Agencies to d e t e m e  ther respective trammg needs and skdl level, 
t r a w g  needs m PB, p l m g  and forecastmg, spreadsheet analysis, and other 
computer programs were identrfied As a result of ths, computer t r a w g  for better 
budgetmg was provided to OB personnel requmg the baslcs Module two, mvolvlng 
the h k m g  of worksheets, database bas~cs, chartmg, macros, etc was offered to seruor 
level officials Twenty-sur (26) persons benefited from the t r a m g  held over 2 days 

Decentraluat~on of Dec~s~on Malung A half day session on cntical aspects of 
decentrahzation and ~ t s  Importance to proper PB mplementation was conducted 
Issues covered mcluded the role of an effective Cabmet decision rnakmg process and 
the regional and accountlug systems It was emphasized that decentrahtion was the 
cornerstone to modern PB It requlred basic trust m h e  managers, trust by h e  
managers that thelr management decisions, taken m good faith, would not be second- 
guessed, and two way dormation flows Two critical requlrernents were necessary for 
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mplementation strong pohtical and seruor management leadershp, and staff 
c o m t t e d  to values of quahty pubhc semce The aulence compnsed mamly semor 
officers m OB and EPMU of the pllot Agencies Twelve (12) persons benefited 

F~nanc~al Management Workshop T h  one day workshop took place at the Le 
Mer~dien Pegasus Hotel m March It was convened among hgh level pubhc sector 
officials to examme the GoG's wsion of PB and the way forward The sermnar was 
opened by the Mumter of Finance and the feature address was dehvered by the Head 
of the Presidential Secretanat Among the objectives of the workshop were to 
estabhsh a dialogue among semor government officials, share a common vmon of the 
financial reforms whch were talung place, and o b t m  buy-m of the reform process 
The participants were asked to analyze some key financial management Issues, 
d e t e m e  then- level of Importance, identlfy the level of dficulty m deahg 
successfblly mth the issues, and m v e  at a common vlsion Tlus workshop set the 
pace for the proposal of some speclfic reforms for the 1999 budget cycle and it helped 
to identlfl other reforms and t r a m g  reqwements to be considered m the med~um 
term Surty (60) persons attended 

Sh~ft from Cash to Program Management A half day sermnar focusmg on sMmg 
the emphasis away fiom cash to program management was held m Apd  It was 
stressed that m t h  new dispensation, the MoF should have corporate responsibhty 
for government cash management whde program managers concentrate on efficient 
and effectme production of hgh quahty services, m accordance vvlth thelr budget 
plans Further, programs must have flembhty to use or reallocate resources to acheve 
goals Frfleen (1 5) persons fiom OF3 and the h e  Agencies benefited 

Fmancial Reportmg A half day sermnar on hancial reporting was also held m Apd  
Participants were able to identlfjr reportmg for management purposes vs reportmg for 
control purposes It was stressed that reportmg was key to accountabhty and 
decentrahtion of declsion makmg and that whde responsibhty must flow down to 
the activity managers, management and acceptance of m k  must accompany delegation 
of accountabhty Twenty (20) stafffiom OB, AG, and the h e  Agencies were exposed 
to topics such as vmance analysis, monthly and quarterly revlew analysfi, financial 
forecastmg, and the use of computers for prepmg and enhanclng report presentation 

* Tramng of Tramers Workshop It was d e t e m e d  that because of the large, 
relatively unskilled pool of people that need rmmmum trammg m the shortest possible 
tme, a t r m g  of tramers strategy should be adopted T b  mvolved worlung closely 
with the GEMP, Pubhc Semce Management (PSM) T r m g  Division, the AGD, and 
the EPMUs m the development and dehvery of the tr-g The objective was to 
prepare the tramers to develop and conduct tr-g sessions m a classroom settuy: on 
subject matter m whch they have expertfie The steps mvolved were identification of 
potentla1 tramers fiom the staff m the GoG, promdug all of them wth dehvery skdls 
t r amg ,  provldmg them mth the techcal slulls tramng, placmg them m controlled 
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environments to Impart the acqulred skds and techntques to thelr colleagues Nmety - 
five (95) out of a potential one hundred persons (100) were tramed m three batches of 
five days each, by the end of the project 

In addition, staff m OB received t r a m g  on the systems developed for OB Specliically, 
t r a m g  on the budget preparation system and its use m performmg budget adjustment and 
reportmg functions, was provlded to OB seruor and jmor level staff S d a r l y ,  hands-on 
t r m g  on the new releases and vlrement systems were conducted and wdl have to be 
contmued as more features become avadable However, the other planned t r a m g  
programs m mtegration of current and capital, budget preparation, and salary and wage 
forecastmg, management and reportmg, were either canceled or postponed Nevertheless, 
the t r m g  programs pursued dumg the project met some of the emergmg, priority needs 
of the prmcipal stakeholders m PB In ths regard, one of the objectives set m the 
Consultant's Scope of Work, that is, tram one hundred and twenty-five (125) staff m the 
MoF and Agencies, was ovenvhelrmngly acheved 

6 Training Plan 

6 1 Obiective 

To provide GoG personnel wth sufficient knowledge and techques m order for them to 
apply program budgetmg hct ions and related accountmg practices, effectively, and to 
sustam the tramng of GoG staff' through tune as reqwed 

Undertake needs assessment 
Draft t r m g  plan 
Rev~ew and comment on draft 
Fmahze t r a m g  document 
Dehver t r m g  

6 3 Approach and Achevements 

Under the prevlous project, an emergency t r m g  plan was developed to support PB 
unplementation early m 1998 Ths plan was mtended to address urgent t r a m g  pnorities 
m order to ensure successful unplementation of PB m a phased approach Ths plan was 
developed to meet the short term needs of GoG and preceded the development of a longer 
term multi-year PB t r a m g  plan (MYTP) 

Prior to embarlung on the MYTP, an assessment of the needs and reqwements was done 
Ths was supplemented by the more than fifteen (15) months experience gamed m 
unplementmg PB m the GoG and the conclusions of the financial management s e m a r  m 
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March whch argued for systematic tramng m PB The followvlg factors helped to shape 
the context ofthe MYTP, whch was completed m July 

The speclfic objectives of the MYTP are to 

a) strengthen the TD of PSM m the t r m g  of tramers, 
b) tram EPMU staff to dehver t r a m g  m PB and related operations, 
c) tram GoG managers m PB hct ions and related operations, 
d) Tram AGD staff to dehver tramng m financial operations 

Over the three years envlsaged under the t r m g  program, over 2600 persons fiom PSM, 
EPMUs, OB, AG and the h e  Agencies are bemg targeted for t r m g  m vmous fields of 
firmcia1 management Among the areas to be covered are program budget cycle, 
strategic p l m g  and Analysis, budget management, accountmg pmciples and practices, 
and computmg The MYTP provldes Activlty T r w g  Sheets that descllbe the courses, 
thelr content, and expected benefits that staff are expected to denve when they are 
Implemented Already, t r m g  commenced under the emergency plan m January and ths  
was supplemented throughout the project penod by the tr- described m sub section 5 
above 
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B THE WAY FORWARD 

Over the past surteen (16) months, BEEP has ass~sted the GoG m ~ t s  program of financ~al 
management reform, specifically the mplementatlon of changes to budgetmg and 
accountmg systems to accommodate modern pract~ces m these areas The project has, to 
date, developed some of the techques and formats for PB m Guyana It has made pubhc 
servants famhar wth the jargon of PB and ~ t s  onentation towards output and results 
What remam are to dehver on the real promse of PB, a baslc change m the relatlonshp 
between the people and government, and between the pubhc servants, semor pubhc 
servants and the Mimsters W e  the project has set m place a process of change that has 
begun to address these, much more deep-seated changes vvlll be requred lf they are to be 
able to really affect government decls~on-makmg and strateg~c dlrect~on, and to support 
empowered, efficient and effectwe program dehvery 

The options proposed below for the lmplementatlon of the more fundamental poky and 
leg~slat~ve underpmgs  of government financ~al management system are Intended to 
respond to that need, m the real context of the country 

OPTION 1 Accelerated Implementat~on of Reforms In Flscal1999 

Ths optlon would prowde for the unplementatlon of the followmg m the context of the 
1999 Budget 

a Integrated budget plammg, rncludmg restructurmg the b t r y  of Fmance, 
a Multl-year pl-g and budgetmg, 
a New financial and central payroll systems, 
a New format for the Estimates for 1999, 
a Reform to Regional government hanclal management, 
a Introduction of performance pay and results contractmg for professional staff and 

semor managers, 
a Draftmg of new leglslatlon to support the PB and accountmg changes 

OPTION 2 Implementat~on of Selected Features of Reform for P~lot Mln~str~es In 
1999, followed by full Implementat~on In the year 2000 

Thxi option prowdes for unplementation of many features of the hanclal management 
reform of the pdot m t n e s  for fiscal 1999, wth full mplementat~on m the subsequent 
year, mcludmg the process of leglslatlve reform The optlon would prowde for the 
followmg 
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3 Development of strategic outlooks respondmg to b t e d  pnonties, mcludmg 
budget plans whlch address cntical service dehvery lssues and options for decision- 
making, 

3 Consideration by the OB of these outlooks and feedback on hhwterral proposals, 
based on analysls of options, 

* Extensive techcal support to be prowded for pdot rrrrmstnes and m the OB for the 
development of the 1 999 Budget, 

s Followmg budget decisions, thIS support WLU assist m the development of work plans 
to unplement and momtor programs m accordance wth approved fundmg levels 

OPTION 3 Consohdat~on of Exlst~ng Level of Program Budgetmg Reform 

ThIS option provldes for the consohdation of the g a m  m PB aclueved to date, mth longer 
term reform to legislation and decision-malung systems deferred untd greater experience is 
garnered wth the exlstmg system ThIS option encapsulates 

a Revlew of Program Actiwty Structure developed for the descrrption of Agency 
programs m the Estlmates, 

3 Improvements to financial lnforrnation systems to ensure proper momtormg and 
control of budgeted actiwties, 

= Subrmssion of 1999 and 2000 Estlmates m same format as used m 1998, 
3 Implementation of t r m g  strategy for financial management staff, 
3 Deferral of other features of comprehensive reform for two to three years, 
Q Legislative change 

Each of the options has advantages and dlsadvantages and would need to be studled 
carellly by GoG before PB can be advanced fixther Notwthstandmg t h ,  option 2 
appears to be most vlable In t h  regard, the followmg action plan would need closer 
scrutmy and consideration mth a wew to mplementation 

3 Estabhhment of a 111 Cabmet C o m t t e e  structure, 

3 For the remamder of 1998, estabhhment of an m t e m  Ad Hoc C o m t t e e  on Budget 
and Fmancial Management to support and drect the reform process and to carry out 
the Muxstellal rewew of government expenditures, 

3 Restructure the MoF to support PB m tune for the development of 1999 Estlmates, 

= Development and mplementation of government-mde of multi-year program 
budgetmg, lncorporatmg 

estabhhment of a three-year, r o h g  expenhture p l m g  process, 
muusterial work p l m g ,  busmess plammg, and strategic direction settmg to 
respond to government pnonties, 
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0 Integrated p h g  for capital and current expenditures, 
revisions to the procedures and guidehes for capital project management and 
pl-g, 
revlsions to the estabhshment control and salary forecastmg systems, 
new rules for the management and control of grants and contributions and for 
the management of non-budgetary revenues and expenditures, 
reform and rmprovement to key financial lnformatlon systems 

Development, for fidl mplementation mth the 2000 Budget of smphfied performance 
measurement system, mcorporatmg annual reportmg of key results of government 
ProkT- 

If the above plan IS supported by adequate resources, then PB m Guyana stands a good 
chance of bemg successfid If, on the other hand, the rmssmg pieces are not put together, 
then the mk IS that the reforms already m place would not be sustamed The BEEP project 
IS endmg at a tune when an additional contribution IS stdl needed Should a follow-up to 
ths  project be considered, then it IS hoped that these Issues wdl be addressed 
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1. Context of the Multi-Year Training Program Plan 

The Government of Guyana has embarked on a process of strengthemg its financial 
management capabhty In ths  regard, it is unplementmg a project that focuses on fiscal 
p l m g ,  program budgetmg and expenditure management T h  project a m  to promote 
more effective allocation and management of natlonal financial resources through effectwe 
mtegration of national development planrung, government pnonties, m t r y  plans and 
strategies fiscal poky platmng, and expenditure p l m g  and management To acheve ths 
goal, a new national budget system has been designed, based on programs and actlvitles, and 
is currently bemg unplemented The project IS bemg financed fiom resources fiom the 
USAID-fimded Buddmg Eqmty and Economc Participation (BEEP) and the CIDA-hded 
Guyana Economc Management Project (GEM-P) 

The unplementatlon of program budgetmg (PB) IS a bold but complex step In mtroducmg 
t h  modern system of budgetmg, the Government of Guyana (GoG) is facmg a number of 
challengmg problems at the lnstltutional level, that IS, at the Muustry of Fmance (MoF), h e  
m s t n e s  and agencies, and regions, where there IS an evldent lack of tramed and slulled 
staffto execute the reforms Clearly, a feaslble solution would be to tram a large number of 
government officers m financial management practices and other related areas However, 
current t r m g  capacity IS very b t e d  Therefore, there IS a pressmg need to tram a core 
group of clvd servants to be tramers, who wdl m turn mount t r m g  programs targeted at 
relevant groups and mdlwduals w t h  the institution T h  course of action should lead to a 
sustamable and contmuous l e m g ,  based on the findamental of adult education and talung 
mto account the basic elements of the financial reforms 

It IS recogmzed that there can be no long-term, sustalnable reform package for the hancial 
management system of GoG without a strong focus on the people's abhty to carry lt out 
Indeed t h  was the hghest pnority lssue of all those &cussed by semor managers at the 
Vision Settmg Sermnar that was held m March 1998 

The objective of sustamabhty IS to ensure that the GoG has the capacity to mamtam and 
enhance, on an on-gomg basis, financial tramng programs m order to provrde the necessary 
tools and slulls to its management and financial commu~u.ty 

The followmg factors are usel l  to fkther descnbe the context of t h ~  multi-year t r m g  
plan 

a m order to strengthen its new budgetmg system process, the GoG has created 
Expenditure Phnnmg and Management Umts (EPMUs) m every h e  m t r y  and 
at the MoF, 

several lnnovat~ons are occumg and the GoG staff who are responsible for the 
preparation and control of the budget need to be tramed m new budget 
structures and procedures, 

i 
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a new, mtegrated, off-the-self budgetmg and accountmg system to support 
program budgetmg IS bemg Implemented by December 1998, and 

the GoG has decided to standardxze its chart of accounts m order to process 
recurrent capital, revenue and other financial transactions m a normahzed 
manner 

Emergency T r a m g  Plan 

Ths plan was developed m late 1997 as an m t e m  measure The purpose of the plan was to 
deal wth the short term urgent needs of the GoG wth the mtention of developmg a more 
elaborate plan in 1998 

The speclfic objectives of ths  earher plan were to 

reinforce the financial and analytical capabhties of the EPMUs and the Office of 
the Budget, 
provlde basic techcal  slulls reqwed to perform financial analysls, 
tram EPMUs and pllot project muvstnes to be able to sustam program budgetmg 
through budget preparation, momtonng, control and reportmg, 
lrnprove data mtegnty and accuracy to support the momtomg, control and 
reportmg process of PB, 
ensure personnel can competently use an automated vote book 

To l l l y  comprehend the t r m g  needs, a survey was developed and admuustered m the 
pdot project muustries and OB It was found that t r m g  was cntlcally needed m PB 
p l m g  and forecastmg, accountmg and computer use 

The diagnosis afker SIX months of execution of the m t e m  plan IS that the objectives were 
partially met The EPMUs m the pdot Agencies were not sficiently mobhzed to take full 
advantage of the t r m g  The late tabhg of the 1998 Budget did not fachtate the process 
In fact, speciahzed t r a m g  m cntical areas had to be developed and targeted to the OB staff 
and the EPMUs The areas covered were 

Vote book preparation, 
Use of computers m budgetmg, 
Decentrahation of declsion malung, 
Fmanclal management, 
Sl-uft fiom cash to program management, 
Fmanc~al analysls and reportmg 

The followmg multi-year t r m g  plan, whch IS to be Implemented at the beglnrung of the 
1999 budget cycle, wdl fill m the gaps left by the emergency trammg plan As well, smce the 
EPMUs are now effectively created, ~t would now be possible to develop and Implement a 
proper strategy to dehver adequate t r m g  to the designated persons 

- -- 
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2. Objechves of the Tramng Program 

General Objective 

The general objective of the multi-year t r m g  plan is to prowde the civd servlce of the 
GoG wth sufficient knowledge and techmques m order for ~t to be able to apply program 
budgetrng functions and related accountrng practices effectively, and to sustm the t r a m g  
program through tme as requlred 

Specific Objectives 

The specdic objectives can be dehed as 

To strengthen the T r a m g  Dlvlsion of PSM m trammg for T r a m g  the Tramer, 
To tram EPMU staffto deliver t r a m g  m PB fimctions and related operations, 

0 To tram GoG managers m PB fbnctions and related operations, 
To tram Accountant General to dehver tramng m financial management 
operations 

Other Objectives 

Thu IS related to strengthemg the T r m g  Diwsion of PSM to analyze, design and develop 
t r a m g  programs and courses It should be noted that tfus objective would be d~ficult to 
acheve smce it falls outside of the scope of the current techcal  assistance However, 
mprovements to the T r m g  Division not only would ensure the sustambd~ty but it would 
represent a substantial added value to the capacity of the government to execute good 
tramng practices 
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3. Training Strategy 

3 1 General 

To strengthen pubhc sector financial management and accountmg slulls m the long-term, 
emphasis needs to be placed on the estabhshment of professional development t r m g  and 
on the effective momtomg of the dehvery of pertment knowledge transfer 

T h  should mclude the formulation of t r a m g  pohcies, the mtroduction of incentives for 
mdividuals to pursue personal tramng activities, and the estabhshment of other support 
m e c h s m s  to encourage registration m professional development programs However, 
these broad Issues can only be addressed adequately m the context of a much more elaborate 
human resources management reform plan 

In the meanwhde, m order to satlsfjr the sustamabhty requirements of the project, an 
approach was developed mvolvmg the active participation of 

the PSM-Tramng Division m the dehvery of t r m g  for the tramers m the GoG, 
the EPMUs to dehver program budgetmg t r m g  as well as other fhancial 
management related courses, 
the AG staffto tram the financial commmty m accountmg and related matters, 
the Office of the Budget EPMU that is responsible for momtomg the dehvery 
and evaluatmg the t r a m g  to deterrmne whether the objectives are bemg met 

The rationale for usmg a "Tramng of Tramers" approach becomes ewdent m t h  context 
As stated at the Vlsion Settmg Semmar m March 1998, the most cntical Issue to be resolved 
m the pubhc semce is the shortage of slulled staff The proposed strategy IS based on two 
postulates The first is that neither BEEP nor GEMP is a permanent structure of the GoG 
and the solution must be one that can be perpetuated wrthout either of these two entities 
The second is that the GoG cannot attract slulls that are outside of the pubhc semce at the 
present tlme Consequently, the solution has to be one where t r m g  IS on-gomg for the 
present employees and that the competence to carry t r m g  through must be M y  
mtemahzed m the Government In order to acheve t h ,  appropmte knowledge transfer 
must take place m two areas knowledge m how to tram, and knowledge m speclfic financial 
management and accountmg subjects 

The diagram on the next page depicts the proposed strategy 
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Fmanczal Management Tramrng 
Strategy 

3 2 Strengthening of the Trainmg Dellvery Punct~on In the GoG 

I 
BEEP 

GEM-P 

The very first element of the strategy IS to reinforce the professional t r m g  staff of PSM m 
"Tramng the Tramers" T~LS wdl be camed out m conjunction mth T r m g  and 
Development Canada who have been contracted by GEM-P 

PB Computer MISU 
Functions 

In the second step of the strategy, selected AG personnel and staff of the EPMUs wdl be 
tramed to become proficient m dehvemg classroom instructions The target population is 
approxunately 90 persons, divlded mto 6 groups of 15 persons each 

The first two groups were tramed fiom May 25-June 5, 1998 

Accounting . 
1 D 

EPMU PB 

The next two groups wlll be tramed m June 1998 

The rernamng groups wdl be tramed m July 1998 
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3 3 Program Budgeting 

The trauzlng related to program budgetmg wdl take precedence over other knowledge 
t r amg ,  smce what is bemg advocated is "Just-m-tune" t r a m g  so that new knowledge can 
be apphed lmmed~ately by the rec~plents Every st& who plays a role m the budget process, 
budget preparation and momtomg, d be tramed m tune to use newly acqured knowledge 
dumg the 1999 budget cycle 

Budget Preparation and Momtorrng 

Course rnatenal for budget preparation and momtormg wdl be developed and t r a m g  
dehvered to the EPMU personnel, who wdl m turn teach the managers m thelr respective 
Agenc~es M a t e d  wrll be sourced fkom the recently-completed Budget Manual, among 
other documents 

Budget preparation trauzlng wdl take place shortly after the budget clrcular is sent to the 
Agencies 

The next course, "Budget Momtomg Techmques," wdl take place just before the 1999 
fiscal year begms 

The target population for both courses is the GoG managers Table 1 overleaf presents the 
proposed distribution of EPMU personnel and GoG managers by Agency 
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Table 1 - Distribution of EPMU Personnel and Managers by Agency 

Agency Ident~ficat~on EPMU 
Personnel 

Elements of Program Structure # of 
Managers 

I Programs I Sub- I A c t ~ v ~ t ~ e s  I Agencies 

I 1 Programs 1 I 
EPMUs 

1 0 1-0 1 Office of the President 1 

1 02-0 1 Office of the Prune Mmster 1 1 

0 1 -02 Guyana Defence Force 
0 1 -03 Guyana National Service 
0 1-04 Mmstrv of Information 

1 
1 
1 

1 04-03 Pubhc and P o k e  Servlce Comss ion  I 1 I 

03-0 1 Parhament Office 
04-0 1 Office of the Auditor General 
04-02 Office of the Ombudsman 

1 04-04 Teaclung Servlce C o m s s i o n  1 1 

1 
1 
1 

1 04-05 Public Prosecutions 1 

1 04-08 Pubhc Utht~es Comrmssion 1 1 1  

04-06 Pubkc Service Appellate Tribunal 
04-07 Elections Comss ion  

1 05-0 1 Muustry of Legal Af f a~s  1 1 I 

1 
1 

1 05-02 Supreme Court of Judicature 1 

1 08-0 1 Mustry of Agriculture 

06-0 1 Mmstry of Foreign AfEam 
07-0 1 Mmstry of Home M a r s  
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Programs 
Agencies Managers M 09-01 Mmstry of Health and Labour 

10-0 1 Mmstry of Education 
10-02 Mmstrv of Culture. Youth and Suorts 
1 1 -0 1 Mmstw of Human Serwces 
1 1-02 Mmstrv of Housmn and Water 
12-0 1 Mmstry of Flnance 
13-01 Mmstry of Trade, Tourism & Industry 
14-0 1 Mmstry of Pubhc Works & Comm 
1 5-0 1 Mmstry of Local Government 
1 5-02 Renion 1 
15-03 Region 2 
1 5-04 Region 3 
15-05 Region 4 
15-06 Reaion 5 
15-07 Region 6 
15-08 Region 7 
15-09 Region 8 
15-10 Region9 
15-11 Renion 10 
37 AGENCIES 

Page 9 



Government of Guyana 

Multi-Year Program Budgetmg T r m g  Plan 

3.4 Fmanc~al Management and Accountmg Tramng 

The strategy for financial management and accountmg t m g  follows the same pmiple  as 
the prev~ously descnbed program budgetmg t r m g  However, the t r m g  dehvery 
mechmsm wdl be personnel fiom the Accountant General's Department and, occas~onally, 
the EPMUs The AG's staff wdl be tramed m accountmg techmques and they, m turn, will 
teach targeted personnel m vmous Agencies There wdl be apprownately 20 AG financial 
officers who wdl have thelr slulls upgraded m Conductmg Classroom Instruct~on 

The followmg IS a bnef description of a senes of financial management and accountmg 
subjects that are mcluded m ths  t r m g  plan. 

PreparatiodCodmg Vouchers 

The AG's staEwdl provlde t r m g  to the financial staff mvolved m the codmg of financial 
transactions and the other elements of the voucher preparation process They wdl also tram 
EPMU personnel 

EPMU personnel wdl be tramed when the new Chart of Accounts IS finahzed and accepted 
by GoG Hopefully, ths  can be accomphshed m August 1998 The financial staff m the 
Agencies wdl be tramed before the b e g m g  of the 1999 fiscal year 

Accountmg Procedures 

The creatlon and mamtenance of the procedures IS an on-gomg activlty Fmancial officers m 
the AG's Department wdl be responsible for 

documentmg current procedures, 
dissemmatmg the procedures, and 
updatlng them 

as changes occur m the envlronrnent or pohcies These officers should provlde up-to-date 
procedures to any orgamzation that needs to mteract wth the accountmg system (that is, 
human resources for s h e s ,  asset management, etc ) 

General Government Accountmg 

The t r m g  IS also part of the longer term trauung for whch a permanent t r m g  structure 
should be set up under the P S M - T r m g  Divlsion 
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Two courses on general accountmg wdl be developed These courses would be given on a 
regular bass A schedule would be pubhshed and each manager would identlfl the personnel 
who should attend these courses 

A longer term financial t r a m g  program should be developed by the P S M - T r m g  D~vls~on 
m conjunction w~th the Mmlstry of Fmance, the Umvers~ty of Guyana and accountmg 
assoclat~ons Th.~s program would be const~tuted of several h c l a . 1  and a k s t r a t ~ v e  
courses almed specifically at the GoG pubhc servlce requrements Advlsory support should 
be forthcommg 

New Integrated Budgetmg and Accountmg System 

T r m g ,  mostly by GEM-P and MISU, m the new mtegrated budgetmg and accountmg 
system wdl be provrded to AG personnel, who wdl m turn teach the staff m the h e  
m t r i e s  Two types of t r a m g  wdl be developed The fist wdJ be drected to the hanclal 
commun~ty m Agenc~es and w d  cover all aspects of the system The second wll focus on 
the reportmg capabhty of the system and wdl be addressed to the EPMUs and to Agency 
Managers 

3.5 Computer Slulls Tramng 

Office Automat~on T r m g  

MISU, m conjunctlon wth the PSM-Tramg D~vlsion, wdl provlde t r m g  m bas~c office 
software package such as Excel and Word as well as an mtroductory course m computer 
uthzat~on Courses wdl be provlded on an "as-needed" bas= 

3.6 Tramng Coordinahon and Monltonng 

To ensure that t r m g  proceeds accordmg to the plan and all targeted staff are tramed, the 
followmg respons~bhtles need to be ass~gned 

Strengthemg of the T r a m g  Dehvery Functlon 

Human resources from BEEP and GEMP should be mvolved m 

developmg course content and course rnaterral, 
scheduhg t r a m g  for EPMUs and financ~al stag reserwng t r a m g  fachty, etc , 
keepmg track and reportmg on the advancement of t r m g ,  
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Program Budgetmg 

The EPMUs wdl be responsible for 

0 o r g m m g  the t r m g  activities, p repmg tramng schedules, and general 
housekeepmg activities, mcludmg resemg t r a m g  fachty, contactmg 
participants, etc 

The EPMU of the Office of the Budget wdl be responsible for 

o b t m g  t r m g  schedule fiom the h e  m t n e s  EPMUs, 
0 keepmg track and reportmg on the advancement of t r a m g  who received 

t r m g ,  when did t r m g  take place, who was the tramer, etc , 
evaluatmg t r m g  and makmg recommendations, 
promdmg asslstance to Agency EPMU as required, 
ensurmg the q d t y  of the tr-g dehvery wth the assistance of PSM 

Accountmg T r a m g  

The Accountant General's Department wlll be responsible for 

For the new Integrated Budgetmg and Accountmg 

prepare implementation and tramng schedule for the financial staff m then office 
and the h e  m s t n e s ,  contact participants, 
keep track and report on advancement of tramng, 

0 modlfjr t r m g  m a t e d  as requrred 

For the Accountmg Procedures and Voucher Preparation and Codmg 

teach course on documentation procedures and voucher preparation, 
advlse on procedures documentation, 
keep track and mamtam procedures for easy dlstnbution, 
provide assistance to EPMUs, as requred 

Computer T r m g  

It ~s recommended that all computer tramng be jomtly coordinated by MISU and PSM 
They wlll be responsible for 

developmg and promdmg course material, 
o r g m g  t r m g  sessions, 
supervismg classroom t r a m g  
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3 6 Roles and Responsib~lihes 

The roles and responsibhties of the vmous actors lnvolved m t r a m g  dehvery for ths  
strategy are summarlzed below 

Orgamzabon 
BEEPIGEMP 

PSM 

OB EPMU 
EPMU 

MISU 

Roles and Respons~b~ht~es 
Coordinate trainmg activities 

* Prepare tralning materlal 
Provlde logistical support 
Deliver t r a img 
Evaluate traimng. 

Support coordmation of t r a m g  activities 
Provide logistical support 
Particinate m the evaluation of t r a m 2  

None 

None 

Program Budgetlug Tramng 
Orgamzabon 1 Roles and Respons~b~ht~es 

BEEPIGEMP I Coordinate t r a m g  activities 
1 Prepare t r a m g  material 

Provide logistical support 
Dehver t r a m g  
Evaluate t r a m g  

PSM Support coordination of t r a m g  activ~ties 
Provide logistical support 

I Particinate m the evaluation of t r a m p  
OB EPMU Evaluate t r a m g  
EPMU I Coordmate t r m g  activities 

Prowde logistical support 
Dehver t r a m g  

AG 
MISU 

Evaluate t r a m g  
None 
None 
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anc~al Management and Accountmg Tramlug 
I 

PSM 

OB EPMU 
EPMU 

MISU 

Roles and Respons~bd~t~es 
Coordmate t r a m g  activlties 
Prepare t r a m g  rnaterial 
Prov~de log~stical support 
Dehver t r m g  

a Evaluate tramng 
a Support coordmation of trauung activities 
a Prowde logistical support 
a Participate m the evaluation of tramng 

Evaluate t r a m g  
Coordmate t r a m g  activities 
Provide logistical support 
Dehver t r a m g  
Coordmate t r a m g  activlties 
Prowde logistical support 

a Dehver trauung 
None 

BEEP/GEMP 
PSM 

OB EPMU 
EPMU 
AG 
MISU 

Computer Shlls Traming 
Roles and Responsibdit~es 

None 
Support coordmation of tramng activities 

a Provide logistical support 
a Participate m dehvery of t r a m g  
a Participate m the evaluation of t r m g  
None 
None 
None 
a Coordmate tramng actiwties 
a Prepare t r m g  material 
a Prowde logist~cal support 
a Dehver trauung 
a Evaluate tramng 
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4. Descr~pt~on of Speclfic Tralnmg Content 

Four types of tramng areas have been ~dentlfied 

t r a m g  dehvery, 
program budgetmg, 
h c l a l  management and accountmg, 
computer slulls 

The t r a m g  activltles to be conducted on each of the above areas are enumerated and thelr 
content descr~bed bnefly below Also, they are fbrther elaborated and documented on 
specfic Activity Tramng Sheets 

0 Conductmg Classroom Instruct~on 

To educate staff on vmous methods and techruques for conductmg t r a m g  
programs m the context of "Tramg of Tramers" 

4 3 Program Budgetmg 

The new program budgetmg structure bemg Implemented reqwres that all staffof the Office 
of the Budget as well as those responsible for producmg budgets receive adequate t r a m g  
Moreover, the mplementat~on of a new budget cycle reqwres that the pohcies and the 
procedures m the followmg areas be revlsed for 

budget preparation (at the MoF level and at other -try level) 
budget monltormg and control (at the MoF level and at other W s t r y  level) 
budget revisions (at the MoF level) 

New procedures w d  be developed and w d  contam the followmg reused elements 

new budget cycle 
revlsed lnstruct~ons to mtegrate new pohcies to support budget reforms 
new sets of reports (for budget preparation and momtomg) 
new sets of forms (for budget revwon and approval) 

To address the different concerns at each level of respons~bht~es, the t r m g  program wdl 
contam the followmg courses 

-- - 
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0 Program Budget Cycle 

Overview of the budget cycle It d enable the partupants to better 
understand thelr roles and responsibht~es m the program budgetmg system 
Ths actiwty wdl also p e m t  them to understand the vmous requirements 
expected &om them at the dflerent stages of the budget cycle 

0 Budget Preparation and Management - program, sub-program, activ~ty 

The fimdamentals of budget formulat~on and control vvlll be addressed 
through case stud~es and group exercises T ~ I S  wdl mclude the preparat~on of 
a detarled work plan, extension of the work plan mto an operatmg budget 
and then control of expendltures agalnst budget through vmance analys~s 
and financial sigmg authorities 

0 Strateg~c Pla.nmng and Analysis 

Good planrug and budget m government are the results of a r a t i o n b t ~ o n  
whch takes mto account sectoral strategies, broad economc lssues and other 
hgh order country Issues l%s t r m g  wdl attempt to explam vmous 
Mages  between these lssues 

4.3 Fmanc~al Management and Accountmg 

New Integrated Budgetmg and Accounting System (IBAS) 

The unplementation of a new mtegrated budgetmg and accountmg system d have a major 
Impact on the current processes as autornat~on wdI remove the need for several human and 
manual mtervent~ons Thrs movation d demand that all h c d  staff be tramed wth the 
cornputellzed system as the different modules are mtroduced on a tune-phased basis 

The fist module, the General Ledger, wdl replace the manual vote book system m all 
Agenc~es and the automated vote book system m pdot muustnes S t a f T d  be tramed m 
budget and expend~tures mput and reportmg for recurrent, capital, revenue and other 
h c d  transact~ons Other modules d be mtroduced as the lnformat~on technology 
~nfrastructure develops m the GoG 

0 New Automated Fmancial System 

To enable h e  managers to f d a n z e  themselves wth the new processes 
and procedures as well as reportmg capabht~es of the IBAS 
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CodmgNoucher Preparation 

With the mtroduction of the new chart of accounts, all staff m GoG mvolved wth the 
budgetmg and accountmg functions need to become f d a r  with the new codmg EPMUs, 
managers at all levels and financial staff wdl have to be tramed 

A new voucher form wdl have to be designed to mtegrate the use of chart of account codes 
T r w g  will be requlred for all staff responsible for producmg vouchers A short module 
wlll be developed to explam the revised procedures and a Manual to new Budget Codes wll 
be produced 

As each transaction is entered mto the General Ledger, understandmg of the chart of 
account (CoA) codes wlll be requlred by all vote book clerks 

0 CodmgNoucher Preparation 

The participants wdl be exposed to the mechmcs of preparmg vouchers 
based on the new CoA 

0 New Codmg Structure 

The participants should be capable of better understandmg the CoA codmg 
structure, the mpact of thelr codmg on financial statements and the 
corrective actions to be taken when faced with mproper documentation or 
allocation 

Accountmg Procedures 

With the mtroduction of the new IBAS and the new CoA, procedures wdl have to be re- 
engmeered 

To mcrease the overall q d t y  of the work executed by the accountlug staff, ~t is 
recommended that current accountmg practices, additional to the budget procedures, be 
wntten In addition to descnbmg the activlt~es to be executed, each procedure would 
document clearly all pohcies af3ectmg the actimties, would provide samples of all the 
documents necessary to carry out the actimties, and of all the documents to be produced 
The procedures would then be explamed and dlstnbuted to the staff members responsible 
for the activities mentioned m the procedure Th~s exercise would allow for 

verification of the slull level of different staff members (common t r w g  needs 
may be identdied), 
ensurmg that pohcies are well understood and properly documented, 
ensurmg that necessary documents to carry out the actimties are made avadable 
to the staE(decreasmg delays due to ormssions or necessary remsions), 
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ensumg that all documents are produced error fiee 

0 Treasury and Accountmg Procedures 

To enable participants to understand and follow procedures to ensure the 
work is performed accordmg to the pohcies 

Comnutment Accountmg 

The GoG wdl be mtroducmg comnutment accountmg to relnforce expenhture management 
Ths wdl also relnforce budget management fiom a cash and management control pomt of 
mew 

0 Comrmtment Accountmg 

To enable participants to understand the concept of comrmtment accountmg 
and its apphcation It wdl mtroduce processes and procedures for recordmg 
transactions and usmg management reports 

General Government Accountmg 

To mcrease the general government accountmg expertise, it is recommended that all the 
accountmg clencal staff receive a reeesher course m accountmg As well, it is also 
recommended that hancial officers m all the Mmstnes receive t r m g  on key aspects of 
financial management and accountmg m the pubhc sector 

0 Government Accountmg - Clencal 

Ths course wdl p e m t  the participants to 

review basic accountmg pmciples 
become f d a r  wth the classdication of revenue and expenditure 
items 
learn how to reconcde vote books and bank/MoF statements 
be exposed to the h c t i o m g  of the budgetary control process 

0 Government Accountmg - Officers 

Ths course wdl p e m t  the participants to 

renew basic accountmg pmciples 
become f m  wth the reform process m finance 
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understand the role and responsib&ties of the different GoG 
orgarmations m financial management 

Computer Skdls 

Each EPMU wdl be provlded with a computer and pertment software by GEMP The 
volume of data marupulated durmg budget preparation wdl be given fachtated wth the 
automation of the process The GoG staff, particularly the EPMU, need to be tramed m the 
general use of computers, m particular, spreadsheet software 

0 Introduction to Computers 

To mprove the worlung level slulls of the EPMUs and the clerks who wdl 
now have to process vouchers, mamtam and extract reports out of the new 
IBAS 

0 Excel 

To mprove the budget and expenditures analysls m the OB and the EPMUs 
There were two levels of t r a m g  m Excel an mtroduction to electromc 
spreadsheet mampulation, and a more advanced course that dowed students 
to master some analytical formulae across electromc sheets and other 
features 

0 Introduction to Word 

Introduction to Word wdl allow students to create smple documents and use 
some basic formattmg hct ions 
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Training Content and Schedule 

Content 

Conducting Classroom ~nstruction 

Conducting Classroom Instruction 
Program Budgeting Cycle 
Strategc Planrung & Analysis 
Budget Preparation 
Budget Monitoring 
Comrn~tment Accounting 
Introduction to Computers 
Introduction to Excel 
Intermedlate Excel 
Introduction to Word 
Budget Preparation 
Program Budgeting Cycle 
Budget momtormg 
New Financ~al System - Overview 
New Codlng Structure 
Comtment  Accountmg 
Conductmg Classroom Instruction 
New Fmanclal System - Overview 
CodingNoucher Preparation 
Comrmtment Accounting 
Treasury & Accountmg Procedures 
Government Accounting - clerical 
Government Accounting - officer 
Introduction to Comouters 
New Financral System - Operations 
CodingNoucher Preparation 
Comrmtment Accountmg 
Treasury & Accounting Procedures 
Government Accountmg - clerical 
Government Accountmg - officer 
Introduction to Computers 
Conductmg Classroom Instructron 
Stratep P l a m g  and Analysis 
New Financ~al System 
New Codrng Structure 
Intermedlate Excel 

Number of 
Persons 

5 

200 
200 
200 
200 

TBD 
TBD 
40 
6 

20 
20 
20 
20 

Period 

June 98 

July 98 
Sept 98 
Dec 98 
Aug 98 
Dec 98 
Jan 99 
July 98 
Sept 98 
Oct 98 
Sept 98 
Sept 98 
Sept 98 
Dec 98 
Dec 98 
Sept 98 
Feb 99 
June 98 
Dec 98 
Nov 98 
Jan 99 
Mar 99 
Mar 99 
Mar 99 
Nov 98 
Dec 98 
Dec 98 
Feb 99 
Mar 99 
Mar 00 
Mar 00 
Dec 98 
3ept 98 
3ec 99 
Mar 99 
Sept 98 
Mar 99 

-- 
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Target Group 

Managers I Commitment Account~ng 

Content 

EPMU 

Fmance - Corporate I Commitment Accounting 

Commitment Accountlng 
Intermedlate Excel 

1 Treasury & ~ c c o u n t ~ n ~ ~ r o c e d u r e s  
I Government Accounting - clerlcal 

I Treasury & Accounting Procedures 
F~nance - R.l[1nstnes 

I Government Accountmg - clerical 

Government Accounting - officer 
Commitment Accountlng 

I New Fmancial System 
OB/State Plannmg 

I Intermedlate Excel 

Government Accounting - officer 
Strategc Plannmg & Analysis 

Persons 

40 Jan 99 
40 Mar 99 
40 Mar 99 
40 Mar 99 
200 Feb 99 

2oo I Mar 99 
TBD Mar 00 
TBD Mar 00 

20 Dec 99 

The followmg Activity Sheets descnbe the content o f  the t r a m g  programs that are 
scheduled between 1998-2000 
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ACTIVITY TRAINING SHEET 

Conductmg Classroom Instruction 
In-house 
PSM. EPMUs and Office of the Accountant General 

~ ~ ~ ~ n s t r u c t o r s  Budget Sueciahst and GEMP T r m r r  Sueclahsts 
Duration 5 Days 
Expected At the end of the course, participants wdl be able to 
Benefits effectively use vlsual alds m thelr tramng sessions and create 

a clunate that is conducive to l e m g  Teachmg techmques 
that partlcipants wdl learn and practlce durmg the course wdl 
also make the new mstructors more relaxed and professional 
when they dehver thelr own courses these techmques may 
also be used when m h g  presentations other than for 
tramng purposes 

Description and Ths five-day course prepares participants to develop and 
Content conduct two t r a m g  sessions m a classroom settmg on 

subject matter m whch they have expertise partlcipants wdl 
learn how to prepare lesson plans based on measurable 
t r a m g  objectives to ensure that then- t r m g  sessions are 
effectwe and make the best use of tlrne They wdl be 
exposed to a vmety of t r m g  methods discovery 
exercises, cooperative l e m g  approach, mdlvldual 
exercises, lecture and group discussions 

1 Prepare a lesson plan 
2 Conductmg classroom instruction 

tramng process component and actors 
Impact of varlous t r a m g  methodologies on the 
trsutvng situation 
dynmcs mvolved m team t r a m g  
partic~pants do a cooperative exercise 

Evaluat~on For the evaluation exerclse, participants use ths  lesson plan 
Method and incorporate the dehvery slulls and techmques taught on 

the last day of trsutvng 
T~metable May- June 1 998 

Page 22 



Government of Guyana 

Multi-Year Program Budgetmg T r m g  Plan 

ACTMTY TRAINING SHEET 

11 Act~vlty Program Budgetmg Cycle 
Locat~on In-house 
Aud~ence EPMUs and Lme Managers 
Instructors Budget Speciahst, GEMP and EPMUs 
Duratlon 1 Day 
Expected Better understandmg and acceptance of program budgetmg 
Benefits 
Descnpt~on and To f d m e  the participants wth the budget cycle and the 
Content process mvolved 

1 Program budgetmg pmciples 
2 Budget manual 
3 Budget cycle 
4 Implementation tunetable 

Evaluat~on Method QUIZ at the end of t r m g  
Timetable Before December 3 1, 1998 
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ACTMTY TRAINING SHEET 

Actlv~ty Budget Preparation and Management 
Locatlon In-house 
Audlence EPMUs and Program Managers 
Instructors Budget Specialst G E M '  and EPMUs 
Durat~on 2 Days per module 
Expected Better understandmg and acceptance of program budgetmg 
Benefits 
Descrlptlon and To farmliarlze the participants with the budget cycle and the 
Content processes mvolved 

Flrst Module 

1 Legislative Authority 
2 Parhamentary Control 
3 Program Budgetmg Prmciples 
4 Budget Cycle 
5 Budget Cycle 

Second Module 

1 Budget Momtorlng 
2 Reportmg 

Evaluat~on Method Performance on case study m relation to the budgetmg and 
expenditure control process 

Timetable For program managers, before August 3 1, 1998 
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ACTIVITY TRAINING SHEET 

Activity Strategic P l m g  and Analysls 
Locat~on In-house 
Audience EPMUs and OB St& 
Instructors Budget Speciaht, GEMP, and OB 
Duration 1 Day 
Expected Better Integration of Government StrategyRohcy wth 
Benefits Budget and Expenditure P l m g  
Description and To ensure that b t e n a l  Flnanclal P l m g  properly 
Content addresses broad strategic issues and mster ial  pnorltles 

1 Economc Recovery Program 
2 Cabmet Decmon-Malung Process 
3 Long Term Expenhture P l m g  
4 Revlew and analysis of Strategies and Options 
5 Sectoral Strategies 
6 Mamtenance of Program Integty 

Evaluation Method QUIZ at the end of t r m g  
Timetable December 3 1, 1998 
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ACTMTY TRAINING SHEET 

1 Activ~ty New F~nancial Systems - Overmew 
Locat~on In-house 
Aud~ence MoF staff and Line Managers 
Instructors. MISU, GEMP and Accountant General's Office 
Duratlon 1 Day 
Expected F d a r ~ a t i o n  wth the new Integrated Budgetmg and 
Benefits Accountmg System 
Descr~pt~on and To f d a r z e  IBAS users wth the new processes and 11 Content procedures 

1 Overwew of System 
2 Modules tlrnetable 
3 Budget 
4 Comtment  
5 Expenditures 
6 Forecastmg methodology 
7 Reportmg capabhties 

11 Evaluat~on Method Managers' uthzation of financial re~orts 
11 T~metable Completion of T r a m g  by March 1999 
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ACTIVITY TRAINING SHEET 

Actlvlty New Fmancial Systems - Operations 
Location In-house 

Fmance staff 
Instructors Office of the Accountant General 
Durat~on 1 -2Day 
Expected Operationallzation of data Input mto the new Integrated 
Benefits Budgetmg and Accountmg System 
Descr~ptlon and To tram financ~al staff on the operations of the new IBAS 
Content 

1 Overmew of System 
2 Modules tunetable 
3 Data mput 
4 New financial forms 
5 Revorts and momtormn of data mvut 

Evaluation Method Quahty of data mput m the IBAS 
Timetable December 1998 
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ACTIVITY TRAINING SHEET 

A c t ~ v ~ t y  CodlngNoucher Preparation 
Locat~on In-house 

- 

/ Instructors Office of the Accountant General 
Durat~on 1 Day 
Expected Better financial management information 
Benefits 
Descr~ptlon and To Improve the quahty of the financial mformation codlng on 
Content the vouchers 

1 Modifications to voucher forms 
2 Chart of Accounts modifications 
3 Corrective Actions 

Evaluat~on Method 
1 T~metable Complet~on of T r m g  by December 1998 
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ACTIVITY TRAINING SHEET 

11 Activity New Codmg Structure 
In- house 

It Aud~ence MoF and Lme Managers 
11 Instructors Office of the Accountant General and EPMUs 
I Duration 1 Day 
I( Expected F d a r ~ a t l o n  wth the new chart of accounts and new 

Benefits codlng speclfic to h e  m s t n e s  
Description and To fachtate financial transactions m the new IBAS 
Content 

1 Orgmatlonal Structure 
2 Program Budgetmg Structure 
3 Authontles Structure 

II 4 Lme Item Structure 
Evaluat~on Method 
T~metable Completion of T r a m g  by December 1998 
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ACTIVITY TRAINING SHEET 

Actrvrty Treasury and Accountmg Procedures 
Location In-house 
Audience Accountmg staff m all Muustries 
Instructors Office of the Accountant General 
Duration 1 Day 
Expected Part~cipants wdl be able to follow procedures 
Benefits 
Description and The course wdl cover an orientation to the relevant 
Content procedures 

payment voucher 
Imprest 
payroll voucher 
mter-departmental warrants 
pensions 
journal entries 
cash receipts 
general ledger entrres 
cash book m t e n a n c e  

1 0 financud reports 
1 1 bank reconchation 
12 vote book reconchation 
13 advances 
14 deposits 

Evaluation Method Verification of accountmg documents by the AG Department 
Timetable Before March 3 1, 1999 for current staff 

Page 30 



Government of Guyana 
Multi-Year Program Budgeting Tramng Plan 

ACTMTY TRAINING SHEET 

Activity Comtment  Accountmg 
Locat~on In-house 
Aud~ence EPMUs and Lme Managers 
Instructors Office of the Accountant General, GEMP and EPMUs 
Duration 1 Day 
Expected Part~cipants wdl be able to appreciate and apply the basic 
Benefits comrmtment pmciple 
Descr~ption and To f d a m e  participants mth the pohcy and procedures of 
Content comtment  accountmg 

1 Comtment  Accountmg Pmciples 
2 Contractmg Process 
3 Pohcles and Procedures 
4 Forecastmg 

T~metable Before October 31, 1998, for EPMU and AG st& 
Before December 3 1, 1998, for h e  managers 

1 
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ACTIVITY TRAINING SHEET 

Activity Government Accountmg - clencal level 
Location In-house 
Audience Accountmg staff (clerical) m GoG 
Instructors Office of the Accountant General 
Durat~on 2 Days 
Expected Partic~pants wrll be able to describe basic accountrng 
Benefits prmciples and identlfjr the objectives of the budgetary 

control process 
Description and To fandame participants wth the basic prmclples and 
Content practices of accountmg 

1 Functions of MoF and Lme Mmstrles 
2 Fmanclal Regulations 
3 Review of B&IC Accountmg prmciples 
4 Chart of Accounts Rewew 
5 Accounts, General Ledger Management and Bank 

Reconchation 
Evaluation Method 
Tmetable Before March 3 1, 1999, for current AG staff 

Before March 3 1, 1999, for h e  m t n e s  staff 
On-gomg t ramg,  as reqmed 
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ACTIVITY TRAINING SHEET 

Act~v~ty  Government Accountmg - Officer level 
Locat~on In-house 
Audience Accountmg staff (officer) m GoG 
Instructors Office of the Accountant General 
Duration 2 Days 
Expected Participants wdl be able to descnbe accountmg principles 
Benefits underlymg financial management and accountmg m the 

~ubhc  sector 
Description and 
Content 

Reform process m Flnanclal Admstration 

1 Program Budgetmg 
2 Changes m the Allocation Process 
3 Changes m the Estlrnates 
4 New Accountmg Systems 
5 Review of Financial Adrrrrmstration Pohcies 
6 Legislative Changes 

I1 Roles and Responsibhtles vs Fmancial Management 

1 Cabmet 
2 Speclfic Cabmet Cornnuttees 
3 Mmstry of Fmance 
4 Other Mmtnes  
5 Other Agencies/Regions 

Evaluat~on Method 
Timetable Before March 3 1, 1999, for current AG staff 

Before March 3 1,2000, for h e  muustnes staff 
On-gomg t r m g ,  as requred 

- - 
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ACTIVITY TRAINING SHEET 

Introduction to Excel 
In-house 

Audlence EPMUs and OB Staff 
Instructors Budget Speciahst, MISU 
Duration 1 Day 
Expected Increased productivity Farmliar~sat~on of spreadsheets and 
Benefits thelr use m budgetmg and accountmg 
Descrlptlon and Hands on computer t r a m g  m Excel 
Content 

1 Overview 
2 Creatmg Spreadsheets 
3 Basic Concepts 
4 Navigational Techtuques 

Evaluation Method 
TlmetabIe Before Aprd 1998, for exlstmg staff m OB and p~lot EPMU 

Before December 1998 for select staff ln other EPMU 
On-gomg for other staff 
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ACTIVITY TRAINING SHEET 

Activity Intermediate Excel 
Location In-house 
Audience EPMUs and OB Staff 
Instructors Budget Speciahst, MISU 
Duratlon 1 Day 
Expected Increased productivity Famhansation of spreadsheets and 
Benefits thelr use m budgetmg and accountmg, autornatmg tables and 

charts 
Description and 
Content 

Hands on computer t r a m g  m Excel 

1 Lrnkng Worksheets 
2 Practice Exercises 
3 Lrnkmg m same Workbook 
4 Llnkmg m dflerent Workbook 

Evaluation Method Evaluation after exercise 
 meta able Before Aprll 1998, for exlstng staff m OB and pllot EPMU 

Before December 1998, for select staff m other EPMU 
On-gong for other staff 
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ACTIVITY TRAINING SKEET 

Act~v~ty  Introduction to Word 
Locat~on In-house 
Aud~ence EPMUs and OB Staff 
Instructors Budget Speciahst, MISU 
Duration 1 Day 
Expected Increased productivity Participants wdl be able to construct 
Benefits smple documents and prmt them 
Description and Hands on computer tramng m Word 
Content 

1 Introduction to word processmg 
2 Mam features of Word 

I1 3 Exercises 
Evaluation Method Evaluation after exercise 
Timetable Before Aprd 1998, for exlstmg staff m OB and pdot E P W  

11 Before December 1998, for select staff m other EPMU 
On-gomg for other staff 
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Progi amme Budgetzng Manual - 

INTRODUCTION 

The purpose of this manual is to provide guidance to all levels of management and 
admmstrat~ve staff, In the plann~ng, preparatlon, implementation and ~n-year management of 
Programme Budgetmg as mtroduced In the Government of Guyana (GoG) w ~ t h  the 1998 
Est~mates for current expenditures The mtended readers are all publ~c servants mvolved In the 
programme budgetmg process from those charged with responsib~l~ty of preparmg the 
worksheets through to the strateg~c plannmg act iv~t~es It IS also expected that readersh~p w~l l  
mclude other areas of the GoG mcluding semi-autonomous Agencies and local government 
personnel 

T h ~ s  manual attempts to answer quest~ons about the Programme Budgeting process In the 
Government of Guyana from the perspective of a Manager, to outlme the underlymg pr~nc~ples, 
and to explam the differences In respons~bilit~es between the sign~ficant contr~butors to the 
annual GoG Est~mates process 

Programme Budgeting (PB) was phased in to the Government of Guyana from lme Item 
budgetmg to programme budget~ng in two pilot Agencies for the 1997 fiscal year, (Ministries of 
Health and Education) Programme Budgetmg has been expanded across all Agencies durmg the 
Est~mates preparatlon for the 1998 fiscal year The Government's intent IS to gradually expand 
the use of PB as an effective expenditure management tool 

The manual outl~nes the responsib~lit~es and outputs expected from the various peoplelgroups 
mvolved In the 1999 and subsequent annual Est~mates processes 

Natlonal Assembly 

Budget and F~nanclal Management Committee of cabinet' 

Min~ster of F~nance 

Office of the Budget 

State Planning Secretanat (Office of Plannmg and ~ e v e l o ~ m e n t ) '  

Publ~c Serv~ce Management 

Responsible Mmster 

Permanent Secretary 

I The Budget and Financial Management Comnlitter does not e\lst pres~ntlb but an ad hoc coininittee pertonnlng 
siinllal funct~ons does 

2 The restructuring of the MOF wh~ch subsumes the 5 t a e  Planning Secietariat within the Office of Planning and 
Development 1s proposed later In 1998 

P u p  1 
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PROGRAMME BUDGETING 

What IS a budget7 

In the private and public sectors of our economy, budgets are valuable management tools that 
enable managers to plan and control expenditures, and to a lesser extent plan and evaluate 
revenues 

In the prlvate sector context a budget is a comprehensive blue print or financial plan for a 
spec~fic perlod of tlme that covers the enterprise, deals wth the events that are about to happen, 
and increases In accuracy and usefulness, w~ th  preparation expenence 

In a public sector context, the budgeting process IS more ~nvo-lved because of the fiduciary 
respons~b~lity to the country's cit~zens 

"Estzmates IS the formal term used to describe a Government's deta~led financial plan The 
GoG7s "Estimates ' are presented annually to the National Assembly Basically, the Est~mates 
are statements of the allocatron of financial resources and the spending llm~ts for providing 
asslstance and services to improve the soc~al and economic well-being of the citizens 

The annual Est~mates should be the result of a fiscal plan for the Government, and deta~led 
management plans for each Min~stry, Department and Region (MDR) 

Estimates are mevltably the result of compromise amongst alternative views of the desirable size 
and compos~tlon of government actlvlties Budgeting In the publ~c sector should be a 
reconcil~ation process whereby people - M~nisters, members of the legislature, publlc servants 
and others - engage in a debate on the relative merlts of their views and m v e  at the allocat~on of 
resources Cabinet committees should be an essent~al part of this reconciliation process 
Budgeting is also a process whxh governs the behaviour of public servants while managing and 
delivering asslstance and services to the publ~c, and in the subsequent accounting for public 
moneys used and the results achleved 

The Estimates are an important management tool for planning, co-ordinating and managing 
results, and they also serve as a major contributor to financial control 

If used properly the Estimates process can significantly improve spendlng decisions related to 
the deliver\ of programmes and services for the citlzens of Guyana by 

forcmg pubhc sector managers to anticipate resource requirements earlier 

encouraging clearer evplanatlons about the expected value of assistance and servlces 
to the publ~c 

holdmg managers accountable for allocated resources 

0 contaming spendmg wlthin predeterm~ned fiscal targets 

Paqe 3 
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Programme Mdnager 

Sub-Programme Manager 

Activ~ty Manager 

This manual 1s divided mto five sections that cover a description of programme budgeting, an 
overview of financ~al practices in the GoG and the five steps of the Estimates cycle 

Introductzon Programme Budgeting - a bnef description of the programme budgeting 
princ~ples and theories 

Part one GoG Financ~al Environment - underlying legislative and publ~c sector 
financial practices 

Part two Strateg~c Planmng - ~nitial macro-plannmg undertaken by the Ministry of 
Finance and the Public Service Min~stry 

Pat t three 

Part four 

Agency Preparation - the calculation of the preiim~nary allocations for the 
MDRs, and the plannmg w~thln each Agency as the activity level budgets 
are developed wlthm the scope of the allocation 

Consultation/ F~nalisation - the negotiation processes to establish the final 
Estimates ~ncludmg resolution of requests above the prelim~nary 
allocation 

In-Year Mon~toring - the releases and quarterly review process mcluding 
the role of the Expenditure Programme Management Unit w~thin each 
MDR and the roles of the s~gnificant contributors to the GoG's annual 
Est~mates 

Note each sect~on addresses the programme budgetmg processes for 1998 and ident~fies the neu 
processes proposed for 1999 and subsequent years 

A glossarv of the terms used In t h ~ s  manual wlll be found in the Appendix I 
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An effect~ve Programme Budgeting process requlres sign~ficant management attention in each 
MDR PB wrll not be very effectrve $treated as another admrnrstrafrve burden lmposed by the 
cent) a1 Agencres 

Prog~ amme Budgetzng rnvolves 

Plannmg F~scal Targets 

the development of the annual fiscal targets, and prel~minary allocations, or financ~al 
l~mits, whereby the Nat~onal Assembly sets the goal for total spending wthin wh~ch the 
government's pr~orities and programmes' resource needs should be accommodated 

3 the concept of determ~nmg block allocations for each Agency before any operational 
plann~ng commences, and expecting the Agency to manage the d~stribution of the 
available resources through the programme1 sub-prograrnme and activ~ty management 

Empowenng Decentrahsed F~nancial Management 

3 decentralisat~on of the budgetary process and establishment of a transparent responsibility 
and accountabil~ty framework for determ~ning resource allocation and resource util~sat~on 
author~ty with~n the MDRs 

Monitoring for Results 

3 establishing expected spending outcomes, mon~tored closely by the ~mplementation of a 
number of effective, but not overly burdensome ~n-year reportmg mechanisms 

The determmation of the financ~al lim~ts at the outset of the budget process requires 
consideration of the resource requirements for continuing operations, new programme initiatives 
and any new polmes that may have financial impl~cations 

To ensure that suffic~ent lead t ~ m e  1s scheduled to obtam each sector's input into the budget cycle 
and to reconcde programme needs with the Government's pre-determined fiscal targets, budget 
preparatron should begrn as soon as the prevzous year s Estimates are Jinalrsed 

Once Est~mates are approved the process continues mto the fiscal year with the 'drawmg-down' 
of budget provisions through releases and the monitoring of revenues and expenditures through 
regular cornparatwe financial reports 

A Un~ted Nations manual for Programme and Performance Budgeting descr~bes three main 
elements for such a system The elements are 

1 establ~shing meanmgful programmes and actlvitles In order to show the work objectives of 
Agencies 

Page 5 
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The concern for financ~al control and accountabil~ty is traditional under any democratic form of 
government The task of maintaining financial control becomes more difficult in the face of 
Increasing transaction volumes and more complex organ~sations 

A tradit~onal Government budget 1s annual and mcremental in that it departs only marginally 
fiom the prevlous year In the voted provisions for each Agency The content of a "tradit~onal" 
budget is in the form of line-items a series of votes or heads and sub-heads A tradrtronal 
budget IS also concerned more wrthjnancral rnputs and outputs rather than wlth the results that 
the Inputs are desrgned to achleve 

A Budget cs a comprehenszve plan that covers a large segment or all of an enterprae, always 
applzes to a speccfc perzod, deals wztlz actcvztzes that are to happen, and increases cn accuracy 

and usefulness, wztlz expercence cn rts preparatzon 

What zs Progrnmme Budgetzng? 

Programme Budgeting can be described as a systematic effort to allocate resources to 
Government programmes rather than to organisational entities, w ~ t h  an effectwe follow-up 
process that assesses actual performance against defined programme objectives The lessons 
learned in the preceding year are systematically brought forward and factored mto the planrung 
for the next fiscal year 

Programme Budgetmg is not a quick fix for ineffective financ~al management The 
implementation of Programme Budgeting is a multl-year undertakmg that is highly dependent 
upon parallel Treasury reform 

Programme Budgeting makes operating MDRs more accountable for the resources allocated to 
their Programmes while strengthening corporate level planmng and financial controls 

Programme Budgetmg prov~des M~nisters and the Agency Budget Committee, an Agency 
committee of senlor management, with the necessary tools to develop detailed operational 
workplans, a more effective means of articulatmg programme requirements and ach~evements, 
and an effective ~n-vear monitoring process 

The Programme Budgetmg cvcle covers a two-year period from the initla1 plannmg and 
development cvcle commencmg at the beginning of year one to the completion of the monitoring 
period In >eai two The twent~ four months involve four basic phases Fiscal and Management 
Strategy Strategic Directions Setting Est~mates Preparation and In-year Mon~torlng 
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e an activity should represent d~screte, measurable program dellvery related tasks In 
support of one sub-programme 

there should be a manager responsible for the activ~ty and the mcumbent should 
report directly to the sub-programme manager and be responsible for all of the task  
associated with the activity 

In some cases it is difficult to determine whether a particular budget unit should be ident~fied as 
a Programme or a Sub-Programme, and sometimes to determine whether a budget unit should be 
described as a Sub-Programme or an Actlvity 

In such situations, the relative size of the financial resources, the staffing complement, and the 
scope of the activities in the other budget units within the same Agency should be used to assist 
the classification process Generally, there are administrative savlngs associated with the 
identification of as few budget units as posslble It should be noted that every PB activity 
generates administrative work (I e activities need to be administered, monitored and reported 
on) If an Agency identifies PB activities that are limited in their scope for example a one sub- 
head activity, the cost of maintaining that activity can easily outweigh the benefits derived from 
breaking down the information to that level 

If implemented properly, Programme Budgeting can disclose considerably more meaningful 
financial information about the operation of the Government of Guyana than under line 
budgeting 

The GoG previously assembled the annual Estimates on the basis of 'heads' and sub-heads 
where the 'head' served as the single level organisational unit that explained where the finds 
were spent and the sub-head' sened as the accounting classification that W h e r  breaks down 
the expenditure 

Under Programme Budgeting the GoG will replace the former 'head' organisation unit with the 
three level 'Programme1 Sub-programmel Activity' organisation identifier in 1998, and continue 
to use the accounting 'sub-head' classifications The GoG recognised 94 heads prior to the 
introduction of Programme Budgeting During the preparation of the 1998 Estimates the GoG 
recognised 1 19 Programmes 444 Sub-programmes, and 932 Actlv~ties Both the organisational 
structure and chart of accounts will be reviewed in 1998 and may change over the ensuing years 
of programme budgeting 

One of the significant differences between Programme Budgeting and other forms of publ~c 
sector budgeting IS the emphasis on ensuring that the different participants receive the right 
mformation Theie is an expression "information overload" that describes a situation where a 
manager cannot mahe sound decisions because he 1s in receipt of both relevant and irrelevant 
financial mformation Too much lnformation can be as harmful as too little mforrnat~on 
Progranxne Budgeting tries to ensure that Central Agenc~es, such as  he Office of the Budget 
receibe time11 reliable and useful Progrnnltine le~lel infoimation and that the operating 
Agencies (the MDRs) ieceis e t imel~ reliable and useful Sub-pr ogi urnme detallr 
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2 bringing the system of accounts and financial management into line with the class~fication 
of programmes and actlvltles 

3 formulating outcomes and results for each programme and activity, that are useful for 
performance measurement 

The Programme Budgetmg structure selected by Guyana mvolves a three level hierarchy of 
budget units The budget units focus on groupmg common functions rather than following 
exist~ng organisational lmes The hierarchy can be constructed by identifying the mission or 
mlssions of the Agency - the programme level, the primary objectives that serve each different 
mlsslon - the sub-programme level, and the programme delivery act~vities - the activ~ty level 
that support the sub-programmes 

An identifying characteristic of Programme Budgeting is that each 'budget unit' must have a 
'manager' This means an officer who is able to take managerial action and who will be 
accountable for the results 

Programme refers to the hlghest level within an Agency where funds can be requested 
from the Nat~onal Assembly 

* should represent a prlmary purpose for a Min~stry's existence, and it should be 
focused on delivering a comprehens~ve servlce or product d~rectly to the cltizens of 
Guyana 

an Agency may have multiple Programmes, but there should be no overlap of 
respons~b~lities between Programmes The Programme objectives should be clearly 
art~culated in terms of programme dellvery expectations 

the executive respons~ble for the Programme should be ~dent~fied and charged to the 
Programme, the mumbent's responsibil~ties should be consistent with the parameters 
for the Programme, 

Sub-programme refers to the intermed~ate level where an Agency can allocate funds 

0 should represent a group of s~milar initiatives directed at attaming a logical portlon of 
a Programme's objectives 

the manager responsible for the sub-programme should report dlrectly to the 
Programme manager The Incumbent's responsibil~ties should be consistent w ~ t h  the 
parameters for the sub-programme and the ~ncumbent's costs should be fully charged 
to the sub- programme 

4cr11 ZII refers to the lowest level where an Agency can allocate funds 

Page 6 
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Delegate F~nancral Management to Fzrst Lzne Managers 

0 Programme Budgeting strives to prov~de as much flex~bility as possible to the first line 
managers that are accountable for the day to day dellvery of the Government programmes, 
w~thout weakening the overall level planning and financial controls 

0 Activlty Managers understand their cllents needs The first line managers must be able to 
articulate their resource requirements and their potential deliverables Once the allocations 
are approved, the first h e  managers must be able to execute and modify thelr financial plans 
in a timely manner, where necessary, without excessive adm~nistrative burden 

Central Agency/Agency responszbrl~tres 

The financial responsibilities differ between an operating manager in a line Mlnlstry, the 
administrative support staff in the line Agency and Central Agency staff 

The prlmary role of a Programme Manager should be to extract the highest possible 
performance from the resources allocated to his/ her programme as per the approved 
Estimates 

The pnmary role of the Agency's administrative staff IS to maintain efficient and effectwe 
financial reporting processes to support the programmes and activities 

The prlmary role of the Central Agency staff is to ensure that Agency expenditures are in line 
with the approved work plans and to ensure that expected outcomes and objectives of each 
programme are bemg met 

Performance Measurement 

Performance measurement involves disclosing during the budgeting process the purposes and 
objectives for which fimds are requested, and costs of the programmes proposed to achieve the 
objectives and quantitative data that will be available to measure the accomplishments and the 
work to be performed under each programme 

Performance measurement IS concerned essentially with assessing the efficlency of government 
actlvlties and measuring their performance In physical as well as financ~al terms Its focus IS on 
the des~gn of classifications, work umts and measures of efficlency for evaluatmg performance 

Performance measurement mvolves five essential t a s k  

1 Programming or the sub-dlv~s~on of the government tor ~nformation purposes into 
acti\ ities representing identifiable u111ts \+ith ~imilar alms and operations 

2 Identifymg the opeiat~onal alms of each activity for the budget vear 

Page 9 
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The use of Programme Budget~ng mformat~on should follow the follow~ng matr~x 

IH fornzatro~z I Prrmary User / Secondary User I --- -- -- - -- On Excepton jl 
I 

Programme Level A c t ~ v ~ t y  Manager 
(MOF PSM SPS) Adm~n~stration 

, 
Sub- Programme Level Agency Central Agenc~es Activ~ty Manager 

Admm ~stratlon a - -- - 
Act~vlty Level A c t ~ v ~ t y  Manager Agency 

'I 
, Central 

1 Adrnm~strat~on 3 

Programme Budgetrng Pr~ncrples 

The respons~biht~es of the slgnlficant participants In the Estimates process may change over tlme 
as a result of organ~satlonal changes, but the following underlymg Programme Budgetlng 
pnnclples should remaln 

Harmonue jnanczal plannmg and management 

e Programme Budgeting strlves to harmonise the financial planning and financial management 
efforts at all levels withm the GoG including the lme Ministries Departments and Reglons 
and the central Agenc~es such as the Office of Budget Each party should clearly know what 
is expected of them, and when it is due There should be min~mal dupllcatlon of effort 
between the contributors, and few surprises 

Recognlse hzghest payback opportunrtres 

e Programme Budget~ng strwes to allocate scarce resources where the highest payback is 
expected All Programme Budgeting discuss~ons must mvolve the resource Input, the 
performance output ratlo and results A focus on performance measurement 1s critical during 
the budget preparation and the in-year monitormg phases 

Carry lessons forward to next cycle 

Programme Budgetlng is a continuously repeating cycle The lessons learned durmg one 
busmess planning cycle must be carr~ed ~mmediatelq into the next plannmg cvcle If 
resources are allocated on the bas~s of overly opt~m~stic  performance expectations, 
adjustments should be introduced ~n-year, and the same error should not occur the following 
Year 

Allow sufl~rent  tune for plunnrng 

Programme Budgetmg is an orderly plocess Sufficient tlme must be a l l o ~ e d  duling the 
bus~ness planning cycle to allow all of the contr~butors to analyse thelr options and to 
articulate their requirements 

Page 8 
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Part I Governinent of Guyana 's Financzal Environment 

1. I Legzslatrve Background/ Government Accoundng 

Publ~c sector budgeting processes are compl~cated by leglslatlve requirements and accounting 
practrces that d~ffer from the prlvate sector Guyana's Constitution and the Flnanc~al 
Adrnin~strat~on and Audlt Act (FAAA) specify that a slngle fund shall account for all monles 
belong~ng to the country 

The definlt~on of the Consolzdated Fund (CF) is a fund created to receive all revenue ralsed by 
and granted to the state All payments from the Consolidated Fund must be authorised by 
Parl~ament FAAA In Part I11 section 14 prov~des that the Consolidated Fund be kept In two 
accounts - a Current Account and a Capltal Account 

Sub-accountmg Agenc~es operate bank accounts for operational needs wthin the Consolidated 
Fund These accounts are operated on an lrnprest bas~s  under the control of the Accountant 
General as if the bank accounts were a part of the Consolidated Fund 

Non sub-accounting Agenc~es pass thelr payment vouchers to the Accountant General's Office 
and the~r  needs are met dlrectly from the CF 

The operation of the CF and the sub-accountmg Agency bank accounts IS controlled by Section 
36 of Part V of the FAAA wh~ch  states that 'authorrty for expendrture conferred by the 
Appr oprzatlon Act zn respect of servzces shall lapse after the close of that year and any moneys 
zssuedj om the Consolrdated Fund shaIl be surrendered to the Consolldated Fund 

The Appropr~ation Act IS a control Imposed by Parllament under the authority of the const~tutlon 
whereby T~t le  8 - Flnance Part 21 7(1) states, Inter alra, that 'No moneys shall be wzthdrawnjom 
the Consolrdated Fund except inter aha, where the rssue of those moneys has been authorised by 
an Appropr zatlon Act 

Government financ~al operat~ons start with the enactment of an appropriation law by the 
Parllament of Guyana Expenditure controls are amplified in the Constltut~on In Artlcle, 
(21 7 (3)) which states that No moneys shall be wrthdrawnfionz any publrc fund other than the 
Consolrdated Fund zlnless the rsszle of these moneys has been authorrsed by or under an Act of 
Par lrament and in paragraph (4) states that 'Parlrament may prescrrbe the manner rn whzch 
wrrhdrawds ma1 he made$ om rhe Consolzdated Fund or any other publrc fund 

\ect~on 2 18 (3)  of the Const~tut~on pro\ ides the necessan procedures that govern instances 
where kotes are found to be insuffic~ent or unant~c~pated or have been overspent In both 
mstances a supplementary estlmate or a statement of excess shall be lald before the Assembly 
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3 Budgeting and accounting so that the separate costs and revenues of each activity are 
shown 

4 Measurmg the outputs and performance of activitm so that these can be related to 
their cost, and to operational aims 

5 Using the resultant data to establish standards and norms so that costs and 
performance can be evaluated and government resources used more efficiently 

The GoG's interest in Programme Budgeting reflects a desire to Increase Programme Manager 
accountab~l~ty for the use of financ~al, human and physical resources allocated to their 
Programmes, and an mcreased focus on dellvery of the results prom~sed durmg the business 
planmngl Est~mates preparation 

The GoG efforts at Agency empowerment and a standardisat~on of the administrat~ve processes 
are driven by the object~ve of ~mproved financial controls and the need to prov~de increased 
assurance that "value for money" is bemg achieved 

Although it 1s essent~al that some level of performance measurement be introduced to the 
Programme Budgetmg process in Guyana, the implementation w l l  likely commence m a phased 
manner with the preparation of the 1999 Est~mates The 1998 Estimates will not include 
performance indicators 

"The swctch to programme budgetcng has been necessctated by our deszre to promote more 
effectcve allocatcorz and management of natconalfinanccal resources " 

I 1997 Budget Speech I 
Minister of Finance Bharrat Jagdeo I 
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I 2 Operaizng Agency Fznanczal Management 

Agencies1 Programmes1 Sub-Programmes and Act~v~ties need timely access to accurate financial 
mforrnat~on in order to manage existing resources, to develop real~st~c operational plans, and to 
advance appropriate fund~ng requests to Parliament for the future 

The effectiveness of Programme Budgeting in Guyana will be determined to a large extent by the 
quality of the financ~al information available to Programme Managers from department 
accountmg systems (automated vote books) and the central Treasury System The goals for 
satisfactory line MDR financial management include 

Transparency The objectlve IS to make visible all of the financial information required by 
Parl~ament T h ~ s  includes not only mformat~on disclosed in the Estrmates and Pubhc Accounts, 
but also the component management data that builds to the aggregate data submitted to 
Parl~ament 

Accountabrlzty The requ~rement for financ~al accountab~lity is closely related to that of financial 
transparency m that it centres around the ~dent~ficat~on of financial information m relation to 
each manager of an activity or unlt of respons~b~lity The financial resources allocated to each 
actlv~ty manager must be carefully determmed in relation to each actwity element for which they 
have been ass~gned T h ~ s  must be done In a way that ensures that manager's commitment to the 
budget and ~ t s  constra~nts An accountlng must then be rendered that discloses each manager's 
actual performance in relat~on to the commitment accepted Whenever possible, the accountmg 
should show accomplishment In relat~on to costs consumed as opposed to cash d~sbursed only 

Agenc~es are pnmardy accountable through their respective Ministers, to Parl~ament in terms of 
the data approved In the Estzmates The authority thereby granted by Parliament has to be 
delegated, for operational reasons, withm the Agencies T h s  makes delegation and 
accountab~hty a necessary requirement since ~t ensures that the detailed accountmg reports 
prov~ded, validate the aggregate accounting approved by Parliament A basic princ~ple 
acknowledged by t h ~ s  approach is that, while authonty can be delegated by any duly authorised 
officer of the government, responsib~hty cannot be sim~larly transferred 

Control Financ~al control is an Integral part of accountab~lity In the manner that internal 
control procedures perm~t the transfer of government funds to Agenc~es, the presence of a formal 
internal control structure sanctions subsequent transfer of funds or, more accurately, the spending 
of funds by the activitv cost centres Internal controls through segregation of duties and a 
system of formal checks and balances are used to provide assurance that Government's assets 
have been used for properly authorlsed purposes Managers are the crit~cal link In an effective 
control system, for it  is the manager who author~ses those act~ons that result in expend~tures and 
it is the manager who must take anv necessary corrective action The term 'manager' should be 
interpreted to cover all cost-incurring levels of authorit) from the actions of a min~ster of the 
government to the lowest level of supervision vested with the author~ty to incur costs in the name 
of the Government 
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by the Pr~me Minister, or des~gnate 

Article 21 6 of the Constitution requlres public funds to be deposited into the Consol~dated Fund 
(subject to some exemptions) This forms the basic pr~nc~ple underlying parliamentary control of 
public money and provides the foundation for the Government of Guyana accountmg and 
financial reportlng pol~cies and practices 

The exceptions refer to "below-the-line" accounts that may be required to account for funds that 
cannot be reflected immediately In the CF As an example the Government would reflect 
receipt of an advance for a multi-year project In a "below-the-account" until such tlme as the 
project costs were incurred and reported In the public accounts 

The government's accounting pollcies and procedure reflect the needs of the people of Guyana to 
be informed on the financ~al affairs of the country's governance There IS also a compamon need 
for the public service, through the Parl~ament and the Auditor General, to inform the people on 
the~r stewardship The handlmg of the funds received into the~r trust and p a ~ d  from it, requlre 
that both be compared with a predetermined plan of spec~fic act~ons previously approved by the 
country's Parliament 

The following accounting prrnclples and practices are used to record and report the 
Government's busmess transactions 

the Government of Guyana 1s defined as an accountmg ent~ty 

the classification of financial transactions In accordance w ~ t h  a un~form class~fication 
of accounts called the "Chart of Accounts" - established by the Accountant General's 
Office 

accountmg for revenues from all sources assented by Parl~ament 

accounting for expend~tures, both recurring and cap~tal in accordance wlth 
prescribed procedures of the Government 

accounting for fixed assets, acquired property of government and 11qu1d assets 
defined as financial cla~ms advances and accounts receivable 

accounting for all l~abilit~es defined as any financial obligation of the Government of 
Guyana for services or goods recelved mto Government operat~ons 

accounting for appropriations approved by Parl~ament In annual budgets 

'No moneys shall be wtthdi awn from any public fcutd other than the Consoluiated Fund 
ulzlesr the m u e  of these tnotleys has been arrtllot rsed b j ~  or irncler an Act of Parlrnmetzt' 

Page 12 



Programme Budgetzng Manual - 

financial administration Part I1 of the Act provldes the general guidelines for administration of 
the Mlnistry of Finance 

The Minister of Flnance has responsiblllty for the management and direction of the 
administrative affalrs of the Mlnistry of rinance, the management of the Consolidated Fund and 
supervision, control and direction of all matters relating to the financtal affa~rs of the country not 
by law assigned to any other Minlster 

The Minister of Finance has sole general authority to recommend the necessary regulations 
related to financial management, obtain approval thereof, and through policies, regulations and 
procedures direct the financial administration of Government 

The Mlnlstry of Fmance prov~des the leadership in the development and implementation of the 
overall economic and fiscal strategy of the country The Ministry of F~nance undertakes 
expenditure planning and management of funding resources for the public sector It co-ordinates 
the planrung and preparation of the annual budget estimates, subsequent implementation, and 
application of financial control over disbursements from the Estimates within the purview of the 
M~nister 

A 1997 Ministry of F~nance Organlsation Chart from the 'Proposed Restructuring Ministry of 
Finance' report outlines the organisation as follows 

Office of Management 
Office of Treasurer 
Office of the Budget 

a Office of Planning and Development (formerly State Planning Secretanat) 

The Office of the Budget, the Office of Planning and Development (SPS) and the Public Service 
Mlmstry comprise the Central Agencres financial management of the GoG in the programming 
budgeting context The roles and responsibilities of these and other central Agencies such as the 
Audltor General and the Accountant General are highlighted in Chapter V 

Tlze Fcnanccal Admcncst~atcon and Audct Act provedes the statutory bases for most of tlze 
financral practcces followed by Agencces and departments and the allocateon of responszbclzty 

forfinanccal admenlstratcon 

1.4 Budget Cycle 

Public sector budget cycles normally include four baslc phases Fiscal and Management 
Strategy, Strategic D~rections Setting, Consultat~ord Finalisation of Estimates, and 
Implementation or In-year Mon~toring 

4 The restructurmg of the MOF proposed along the following lmes 1s used below In this document The roles and 
i-espons~b~l~t~es of these new d ~ v ~ s l o n s  are descr~bed In Part V on Roles and Respons~bil~t~es 
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The following groups of departmental officials are ~dentlfied as having important roles to play in 
MDR financial management 

Agency Budget Commzttee (ABC) 

The Agency's Agency Budget Committee will likely include the Minister, the Permanent 
Secretary, Deputy Permanent Secretary - Fmance and selected senior Programme Managers 
fiom w~thln the Agency The comrnlttee will be charged wlth represent~ng the Agency's 
corporate ~nterests Thls committee approves all Estimates submissions fiom the Agency prior to 
consideration by the Office of the Budget 

The senior Agency officers Identify initiatives, set pnor~ties, balance financial management 
objectives, resolve confl~ct~ng activities and needs, as they relate to the operations of large units 
or programmes of the government and each Agency The Secretary to the Treasury designates 
the senior accounting officer In each Agency (Sect~on 4 of Part I1 of the FAAA) In most 
instances this is the Permanent Secretary, who will delegate authority to Deputy Permanent 
Secretarres, while, in other Agencies of the GoG several vanations of the delegation of 
accountmg functional respons~bility can be found It is expected that the committee w l l  hold 
frequent meetings during the third and fourth quarters of the year to co-ordmate the preparation 
of the Agency's Estimates subm~ssion 

Programme Management Team (PM)' 

The existence of this committee will depend on the complex~ty of the Agency's programme 
structure and on the range of the Programme responsibilities If the committee formally exists, ~t 
should mclude the designated Programme Manager and all of the Sub-programme managers 

The role of these officers is to manage the human, physical and financial resources allocated to 
the Programme, and to ensure that the Programme operates in compliance w t h  Government 
policies and the approved Estimates This committee approves all Estimates submiss~ons prior to 
release to the Agency Budget Committee 

TIte goals for satrsfactoiy and eflectrve lrne finannal management include transparency, 
accountabrirty and control 

I 3 Centml Agenczes Fznanczal Management 

The Fznanclal 4dmrnutratron and 4zrdrt 4ct provides the statutory bas~s for most of the 
tinanclal practices followed by Agencies and departments and the allocation of responslbil~ty for 

3 Programme Management Teams are not In operation but are being proposed In 1998 for any Agency with 
mult~ple Programmes 
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The Government of Guyana's prevlous budget cycle spanned an 18-month penod, whlle under 
programme budgeting ~t will start about 6 months earher and span a 24-month perlod 
concludmg wlth the reportmg of the Public Accounts 

The Budget Cycle IS a contmuous serles of events and activities designed to ach~eve 
harmon~sation between the available resources, the potential performance at the activity level, 
and the needs of the c ~ t ~ z e n s  The followmg sectlons present a summary of the significant 
act~vities and contributors involved In each phase of the cycle The flow chart ~dentifylng these 
activ~tles in a relational manner is presented on the next page The highlighted areas represent 
future reforms In the programme budgeting system 

This manual exammes the budget activltles under the follow~ng headlngs 

Preparatory year Year I 

Flscal Plan Flscal Target Settmg 

I 
A- - + Preparat~on of workplans 

Estimates Clrcular 
1 

Operating Year Year 2 

Consultat~on/ Estimates 
F~nahsat~on 

Analysis of Agency Subm~ssions 
.Budget review meetmgs 

Presentation of Estlmates 

ln Y- ' Budgetary Control Practxes 
Expenditure Controls & Reportmg 
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2 I Fzscal Plannzng 
Tzmelzne Prlor to any str ategrc plannrng Role of MOF 

The fiscal plan establishes targets and a strategy for the Government of Guyana with respect to 
budgetary revenues, budgetary expenditures, and budgetary surplus/deficit The fiscal plan is 
normally a multi-year plan wh~ch would outline strategies for the broad fiscal targets (overall 
defic~t reduction, and overall bottom lines) for all years in the multi-year plan The fiscal plan rs 
the artrculatzon of the government s fiscal strategy and overrrdzng document for all strategrc 
plannrng and budgetary decrszons 

Fiscal Planning can be described as a fonvard-looking appra~sal of the financial aspects of a 
Government It leads to formulatmg decisions about what amount can be raised through exist~ng 
and new revenue streams, what amount should be spent on capital, what amount should be spent 
on recurrent expenditures, and what amount should be borrowed It prov~des an aggregate plan 
for the economy on all matters including expenditure targets, revenue targets and debt servicing 
targets Fiscal targets are established as financial parameters or spendlng limits for Government 
operations In advance of any detailed MDR planning 

The Fiscal Plan usually is a "rolling plan" coverlng the next five years In the normal cycle of 
events, the Budget & Financial Management Committee of Cabinet will approve resource levels 
for significant Government sectors when it approves the Fiscal Plan each year 

The Fiscal Plan for the next year is approved after a serles of meetings during which the Cabinet 
Committee considers the most recent updates of economlc and fiscal outlooks submitted by the 
Planning Secretariat and the MOF The latter will indicate the status of revenues and 
expend~tures and identify immediate and med~um term impacts of Government operations on the 
Fmal  Plan Other Cabinet Ministers are frequently called upon for specific input to matters 
arlslng from their areas of interest 

The multi-year Fiscal Plan establ~shes, with the input of forecasted revenues and expenditures, 
total resource levels categorised along the major areas of government operations Resource 
requirements will be based on estimates provided by the Agencies charged with the 
responsib~llty to continue on-going approved programmes, and mcludes reserves or 
cont~ngencles to allow for increases In coming years 

The rnrrltr-yearfiscal plan establrshes, rn lrgizt of forecasted revenues arzd expendztures, total 
resource levels categorrsed along the major economrc functcorInl areas of government 

operatruns 
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Part I .  - PLANNING 

The Planning phase of the budget cycle begins in Year 1 from January to Aprd The corporate 
strategic and Agency operational level planning must commence at least 12 months in advance 
of the tabling of the Estimates This IS to ensure that sufficient lead time IS allowed for adequate 
input from programme managers as well as from the other central Agenc~es, and to ensure that 
there is an equitable reconc~liat~on process between legitimate programme needs and the 
Government's fiscal targets 

The determination of the Government's financial limits at the outset of the planning process 
forces an early estimation of the financial implications of any proposed policies, measures and 
initiatives for the next year, and it focuses the subsequent operational planning 

However in a full implementation of programme budgeting, the planning phase is really a two 
phase process The first phase 1s called fiscal planning and covers a five year plan5 which IS 

reviewed on an annual bass The second phase is the strategic plannmg and has a one year 
focus The diagram below shows the relationship between the two phases 
Plannlng phases 

Fwe year hor~zon 

Frscal Plannrng 

I Revenue Pro~ectlons I 

Bottom Line Budget Balance 

lnd~cates the Recurrent surplus 

or defic~t 

Cabinets approval 

of fiscal plan 

Year 1 

Strategrc Plannmg 

Strategrc Ouflook 

Identlfymg and evalautmg 

natlonal plannmg prlorltles 

for the next vear 

Prelfminary Sedor Plans 

Prov~des prel~rn~nary sector 

Cabmet Commrttee approval 

Economlc outlook and 

prellrnmary sector allocat~ons 

5 Multi-year fiscal planning does not currentlq exist but ~t IS bemg proposed In I998 
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Imposed and/or discretionary effects The automatic effect represents the revenue that 
comes about slmply because of the growth In the tax base for example an increase in 
Import duties as a result of higher imports Imposed effects result from statutory 
changes In the tax system Discretionary growth in revenue usually results from 
temporary or elementary changes In the tax system (1 e surtaxes), a revision in 
existing rates a change In the application of a speclfic type of tax, or the introduction 
of a new tax within existing law 

The response or repercussion of tax leg~slation and ~ t s  application to developments in 
the economy can be surnmarised by a concept referred to as "buoyancy" Buoyancy is 
the ratlo of the percentage change In actual tax collections over the data period to the 
percentage change In Gross Domestic Product (GDP), 

the current year's projection as the Revised Base 

Recurrent Expend~ture Project~ons 
Trnaelme Year I - March Role of MOF 

1 Request from Agencies a projection for year-end expenditures 

2 Conduct a trend analys~s on the last 3 years' actuals and current year's projections compared 
wlth Estimates on Recurrent Expenditure to determine for each programme 

absorption capacity in terms of utillsation of resources, 

a reasons for significant fluctuations in year-by-year amounts, 

a reasons for slgn~ficant fluctuat~ons In major components of Expend~ture - Debt Servlclng 
Costs Salaries, Wages, Pensions Grants and Contnbutlons (Non-d~scret~onary costs), etc 

3 Compute the average vear-by-year Increase for Recurrent Expenditure 

4 Use the above analysis to compute the projection for Recurrent Expenditure (ensure that 
conservatism In growth is reflected in the calculation) 

5 Compare this amount w ~ t h  the GDP to ensure the ratlo falls wlthln that obtalned under 
Economic Indicators under 2 1 1 Settlng Flscal Targets 
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2 1 1 Setting Fiscal Targets 
Trmelrne Yea) I - March Role of MOF 

This section will be expanded as a result of additional strategic planning experience during the 
preparation of the 1999 Estimates 

The Macro-Economic Policy Unit of the Ministry of Finance will utilise economlc indicators and 
economic models to project the economic conditions for the next year The Office of the Budget 
will also refer to Donor Medium-to-Long-Term Strategy Reports and the Central Bank's 
projections 

The following indicators will be considered by Cabinet 

Growth Rate for the Gross Domestic Product (GDP), and Inflation 

* Ratios for 

3 Recurrent Expenditure to GDP, 
3 Capital Expenditure to GDP, 
3 Total Expenditures to GDP, 
3 Total Debts to GDP, and 
a Debt Servicing to total Recurrent Expenditure 

Prevlous year information and data should indlcate trends If any trend presents a 
materlal deviation from desired norms, the data and trend analysls should be extended 
up to five years to assist rationalisation of the current trend 

Cabinet must decide if a deficit or a surplus is warranted, and the relative size The following 
~nformation can be used to determine the Government's "Bottom Line" and the macro revenue 
and expenditures targets for the next year 

Revenue Projections 
Trmelzne Year I - March Role of MOF 

1 Conduct a trend analysis of the last 3 years actuals and current year s project~ons to compare 
w ~ t h  the Estimates (for existing Revenue Measures) to determine 

comparability of experience of previous years 

Q percentage of year-by-year increase 

average of the 4 Leal Increase 

o factors ivhich contributed to the explanation of leason for year-by-vear or aLerage 
Increase An Increase In ievenue over a particular period can reflect automatic 
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2 1 2 Computatron of the "Bottom Lcne" 

1 Projected Revenue - Projected Recurrent Expenditure = Recurrent Surplus or 
Deficit 

2 Projected Revenue - (Projected Recurrent Expenditure 
+ Capital Expend~ture Government's Contribut~on only) = "Bottom Line", that 

is, Budget Balance, 
Recurrent Surplus or 
Deficit 

h c a l  targets are estabirslted as financcal parameters or spendrng lrmrts for Government 
operations on caprtai and current expendrture projectrons and revenue forecasts m advance of 

any detarled MDR plannrng 

2.2 Strategic PZann zng 

2 2 1 Budget and Fznanczal Management Cabznet Committee (FMC)' 

The Budget & Financ~al Management Committee is a Cabinet Comm~ttee comprised of senior 
min~sters whose primary role is to set nat~onal planning objectives consistent with the 
Government's fiscal strategy The Committee w l l  establish an institut~onalised mechanism for 
discussions on fiscal and budgetary matters at Cabinet level An ad-hoc cabmet committee 
currently performs t h ~ s  function It is proposed that the roles and the responsibilities for the 
Budget and Fmanc~al Management Committee be formalised during 1998 

The Cabmet Cornrn~ttee on Budget and Financial Management may have its mandate defined as 

Budget All matters relat~ng to annual and multi-year budget Issues 
~ncluding revenues 

Financial Management All matters relating to Financial Management, Personnel 
Management, Administrative Policy, and Alternative Service 
Delivery 

Proposals are belng developed to have the Budget and Flnanclal Management Committee of 
Cabmet be established bv legislat~on I e the Fmanclal Admlnlstrat~on and Audit Act of Guyana 

6 An  ad-hoc commlttee performing this function exists, In 1998 thls commlttee w ~ l l  be formal~sed along the roles 
and responslblllties out l~ned  In the manual 
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Capital Expendrture Projectrons 
Tzmellne Yea) I - Match Role of SPS 

1 For each Agency, identlfy the projects with carry-over financial ~mplications in the next fiscal 
year Such projects, referred to as On-Going Projects, should be summar~sed on a schedule 
including but not llmited to ~nformation such as start date, proposed date of completion, 
percentage of completion original cost, current cost to complete, and current estimates total 
costs 

2 Determme the portion of the total cost of the project to be spent durmg the next fiscal year 
Allocate each project's cost to revenue, loans and development aid forecasts and identtfy any 
unfunded portions 

3 Identify the total number of projects, wh~ch the Agency plans to undertake during the next 
fiscal year This information can be obtained from the Strategic Outlook 

4 For each Agency, determine the required capital outlay for on-going and new projects 

5 Allocate the upcoming fiscal year's costs supported by allocations from revenue, loans and 
development aid budgets 

6 For each Agency compute the total cost of on-going and new projects for the next fiscal year 
This is the Preliminary Allocation for Capital Expenditure and is included in the Estimates 
Circular 

7 The allocation will determine the total required from Recurrent Revenue as the Government's 
contribution towards Cap~tal Projects 

8 The allocation wlll determine the total amount of recurrent expenditures related to a capital 
proj ec t 

9 Compare this amount with the GDP to ensure the ratio falls wlthin that obtained under Sect~on 
2 1 1 Setting Flscal Targets 
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2 2 2 Strategzc Outlook 
Tzmelzne Fear l - January-March 3 1 Role of Macro level plannzng at MOF 

The strategic planning phase of the budget cycle (Jan-March) will be undertaken by the 
Ministry of Finance through the Office of the Budget and the State Planning Secretariat and 
involves identifying, evaluating and prioritising the national planning priorities for the next 
several years, but wlth particular emphasis on the next year This phase determines the strategic 
corporate plans and the macro pro-forma financial statements for the total government for the 
next year 

The activities in the strategic planning phase are identified below, actrvrtzes (4) and (5) would 
occur under a mature programme budgetzng system 

1 Use of the macro-economic models to develop budget plans 
2 Identification of strategic directions 
3 Setting fiscal targets 
4 Assessing inputs from Line Agencies regarding the outlook for the continuation of 

current year's activities and information about planned new initiatives for the 
upcoming year 

5 Identification of potential new recurrent expenditure initiatives, new revenue measures 
and new capital projects 

This strategic planning phase results in the Office of the Budget recommending preliminary 
recurrent, capital and revenue targets to the Budget & Financial Management Committee of 
Cabinet for the sign~ficant sectors of the economy 

Preliminary fiscal targets are helpful in constraining unrealistic demands and focusing sector 
planning efforts, if the resulting decisions are commun~cated to the interested Agencles and the 
Programme Managers 

The strategic p lamng  phase sets the pace and tone for Government-wide support and 
partnership in the development of the budget 

The phase requires collaborative input from the Public Service Management, the State Planning 
Secretariat the Office of the Budget, the Macro-Economic Policy Unlt, the Bank of Guyana all 
line Agencies and the Budget & Financial Management sub-committee of Cabmet in order to 
achieve harmon~ous targets and objectives 

The responsibility for co-ordmating and completing this phase of the budget cycle rests with the 
Office of the Budget 

7 An ad-hoc strategic outlooh process exlsts but t h ~ s  process ic~ll be formalised In 1998 

Page 25 



Programme Budgeting Manual 

The Act would create a Committee to be chaired by the Minister of F~nance and be sewed by 
such members of Cabinet as appointed by the President 

The terms of reference of this Committee would include the following 

financial management lncludmg budget estimates expenditures account fees 
revenues etc 
establlshrnent of the government's multi-year expendlture plan and annual current 
and capltal spending targets, 
revlew and approval of departmental multi-year strateg~c plans and budgets to ensure 
they are consistent w ~ t h  government's policy and expenditure targets, 
per~odlc revlew of ongolng programmes to determine opportunltles for reductions and 
reallocation to higher pr~onties, service and productivity Improvements, requirements 
for remedial actions and (if warranted) new resources to maintam critical servlce 
requirements, 
administrative Policy In the Public Service, 
determmat~on of the Human Resource Requirements of the Public Service, 
persome1 management, including training, development of personnel, pay regulation 
hours of work etc 

The committee w1l1 review and approve the following at various times during the cycle 

the national plann~ng pnorlties each year, 
the macro fiscal plan for the country - including revenue, ex~sting recurrent 
expendlture, new recurrent, capltal expendlture and borrow~ng/surplus levels each 
year, 

I 
the annual macro Sector Plans, I 
prel~mlnary Agency base recurrent expend~tures, revenue and capital allocations 
selection of New Recurrent Initiatives, 
selection of Capital Projects, 
final Estimates package 
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classifications Defence and Secur~ty Education, Health, Economic Services, Other Government 
Servlces, and Debt Servicmg - but these can be readily changed The following chart reflects the 
possible al~gnment of Agencles to a sector 

GoG A GENCIES B Y ECONOMIC CLASSIFICA TION 

SECURITY 0 1-03 
07-0 1 

ED UCA TION 10-0 1 

HEAL TH 09-0 1 
ECONOMIC 08-0 1 
SERVICES 12-01 

14-01 
14-0 1 

OTHER 0 1-0 1 
GOVERNMENT 0 1-04 
SERVICES 02-0 1 

03-0 1 
04-0 1 
04-02 
04-03 
04-04 
04-05 
04-06 
04-07 
06-0 1 
05-0 1 
05-02 
11-01 
15-0 1 

DEBT SER VICING 1 6-0 1 

Guyana National Serv~ce 
Ministry of Home Affalrs 
M~nlstry of Education 
Mlnlstry of Youth, Culture and Sports 
Mlnlstry of Health and Labour 
Ministry of Agriculture 
Mlnistry of Fmance 
Min~stry of Trade Tour~sm and Industry 
Mmstry of Publ~c Works, Transport and Hydraulics 
Mln~stry of Hous~ng and Water 
Office of the President 
Ministry of Informat~on 
Office of the Prlme M~nister 
Parl~ament Office 
Office of the Audltor General 
Office of the Ombudsman 
Public and Poilce Serwce Commission 
Teaching Serv~ce Commlss~on 
Publ~c Prosecutions 
Public Service Appellate Tribunal 
Elections Commlsslon 
Min~stry of Foreign Affa~rs 
Ministry of Legal Affam 
Supreme Court of Jud~cature and Magistrates 
M~nlstry of Human Servlces and Soclal Secur~ty 
Local Government 
Public Debt 

I1 

Note Sector categorres and Agencles are subject to change Regrons have been omrtted srnce 
they span so manv sectors 
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The products or milestones during the strategic planning phase include the following 

1 The Office of the Budget (OB) in collaboration with the stakeholders identified above 
develops the economic outlook for the upcoming fiscal year This may result in a 
formal economlc forecast, or it may lead directly to sector planning recommendations 
which include Revenue, Recurrent Expenditure and Capital Expenditure targets 

2 Budget & Financial Management Committee reviews fiscal and economic projections 
for next year and approves total Government revenue, recurrent and cap~tal 
expenditure targets - separating base recurrent expenditure totals from any allocation 
for new initiatives 

The followrng steps rn the plannrng phase demonstrate the krnd of actlvltles that should take 
place when programme budgetrng matures over the next year 

1 Agencies develop initial proposals for New Initiatives includmg performance result 
assurances, which are reviewed and priorit~sed by the Office of the Budget 

2 Budget & Financial Management Committee makes preliminary the selection of 
proposed new initiatives and the sponsoring MDRs are directed by the Office of the 
Budget to conduct further research and incorporate same into final submission The 
Office of the Budget also informs the MDRs to cease any planning on init~atives 
deferred to some later year 

3 Prellminarv allocations and strategic plans are developed in collaboration w~th  
interested line Agencies by the Office of the Budget for the major sectors of the 
economy (See Section 2 6) 

4 The Budget & F~nancial Management Committee of Cabinet (FMC) reviews the 
sectoral plans prepared by the Ministry of Finance, and finalises the preliminary sector 
allocations 

Tlze Strategrc Plan rnvolves rdentfyrng, evaluatrng andprcorzfrsrng flze nafzonal planrzcng 
przorrtres for the next several years, but wzth partrcular emphasis on the next year I 

2.3 Developzng Prelzmznary Sectoral Plans 
Trmelrne Year I - Mai ch end Role of MOF 

The preliminan sector allocations indicate the total projected amount of funds that wdl be 
available to each sector for the ne\t fiscal year Developed as part of the Strategic Outlooh the 
prehmlnarv allocation provides a basis for advismg Agencies of anticipated budget limitations 
and senes as a baas for negotiation and d~scussion The GoG recognlses the standard IMF 
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2.4 Poten hal Budget Cycle Enlt ancent en is 

The following processes, not currently implemented, will be cons~dered for subsequent annual 
business planning exercises 

New Initlat~ves 
Tzmej ame Year I - Febr uary Role of MOF/ Agencres 

The identification of potential new recurrent and capltal initiatives and any spending 
reallocations required to finance those lnitiatives will generally occur during the Strategic 
Plannmg phase Agencies are expected to identify any new initiative proposals to the Ministry 
of Finance based upon the Government's stated natlonal objectives 

New Init~at~ves, lt should be noted, can Include both "new" lnitiatives and increases In current 
programmes The first responsibility for resource requirements of new initiatives should come 
wthin the Agency 

The respons~bil~ty for New Initiatives proposals within each Agency rests w ~ t h  the Agency 
Budget Committee (ABC) The ABC should look to the Expenditure Plannmg and 
Management Unit (EPMU) within the Agency to research options and to draft internal proposals 
for new revenue, recurrent and capital, under the Committee's direction 

Once the ABC endorses a potential new initiatlve a brief outline of the proposal including a 
summary of the resource implications and the expected benefits should be sent to the Office of 
the Budget The Office of the Budget and the Agency will then collaborate on a submission to 
the Budget & Financial Management Committee The detaded plannmg for a new in~tiative 
should occur later during the Agency planning phase after the initiative has received preliminary 
approval from the Budget & Financial Management Committee of Cabinet 

The steps to develop new lnit~atlves are detailed below 

Centre Steps Fe bl uar y 
1 The Office of the Budget should disclose by the end of February general funding information ' for the next year for new inltlatives b\ sector and the basis on which proposals wlll be 

ranked 

Agency Steps February - Mar ch 
1 Agencies should seek d~rectron from Government's development strategy the latesl 

economic outlook statement and the sector plans as prepared by the Ministry of Finance and 
amended and approved by the FMC for their nem in~tiatives plus any related pollcy papers 
issued by the Planning Secretariat and the Macro-Economic Policv Unit 

2 Agencies should solicit input from other MDRs in the same sector 
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REMINDER 

Fiscal Plannmg establishes pr~oritles with respect to budgetary revenues expenditures and 
surplus/defic~t 

The fiscal plan IS the dr~ving force for all strateglc plannmg and budgetary decisions 

The "Bottom Lme" IS the budget balanceldeficit or surplus that GoG would hke to achieve 
after fiscal revenue and expenditure project~ons 

The Strateg~c Outlook determmes the strateglc plans for the total government for the coming 
fiscal year 

The Strategic Planning phase involves the development of strategic directions and budget 
plans 

Prel~minary Sector Plans mdicate the total projected amount of funds that will be available to 
each sector for the next fiscal year 

New Inztratzves proposals are usually brought forth durrng thzs phase In order to be approvea 
by the FMC 
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Guyana 
Estimates (Year) 
Strateg~c Outlook 

Request for New Inltlatlves - Recurrent Expenditures 

In the event that a change to the Preliminary Allocation is required, the following format could 
be used to develop the request for New Initiatives 

Act~vrty 

Issue Note 
Descrlbe the issue increase in workload, one tlme costs only, programme expansion or growth, 
operation costs requirements for the Capital Projects 

Background 
e Description of servicelrequest 

History of Issue 
Has pollcy been approved? 
Current year funding allocat~on 

Substant~at~on/Economrc Benefits 
Full description and justification of request 
Implementation plans, if appl~cable (how and when) 
Number of jobs created, Impact on productivity, linkage to other productive areas of the 
economy such as those of the services or goods sectors 

Expected Results 
What quantifiable result do we expect to achieve? 

Impact 
Legislative impl~cations (change to existing or requires new legislation) 

* Impact on the target group 

I Flnanc~al Impl~cations 
Fmanclal Implications 
Allocate the Increase to the appropnate chart of account 

Activity PE $/# Wages $/ Chart of Detad Amount 
Inforrnat~on of staff # of staff Account 

Total Operat~ng Costs 
Number of staff personal emoluments wages other charges and commencement date for costs 
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Programme Managers should ~dentify the objectives expected to be derwed from thc 
proposed measure 

Programme Managers should tdent~fy the resource requ~rements, the revenue opportunltle: 
for the initla1 fiscal year and at least two addlt~onal years Ensure that the sponsoring 
ac t~v~ty  has the management capaclty to achieve the above objectives 

Programme Managers should quant~fy the economic and client benefits to be der~ved from 
the New I n ~ t ~ a t ~ v e s  Determine how the actual benefits w ~ l l  be measured if the measure 1s 

approved/ funded 

The Office of the Budget should determme ~f this mt~ative can be managed within exlsting 
resources, perhaps by reallocat~on 

The Office of the Budget should confirm the development time to ensure that adequate 
provision is made for start-up and operatmg costs - includmg all related personal emolument 
charges 

The Agency Budget Commlttee should Identify in ~ t s  submission to the Office of the Budget 
the approxlmate mcremental resources to be used, under the following headmgs 

Staff (Number / classification ) 

SalanesIWages (Monthly salary w t h  benefits and allowances) 

Equipment (Types) 

Serwces (mternal and external to Government) 

Durat~on of In~tiatwe (Dependencieslother contr~butors) 

The Agency Budget Cornmlttee should outllne a correctwe actlon plan ~f the deliverables fa11 
to mater~al~se 

10 Upon receipt of a promlslng proposal for a new in~ t~a t~ve ,  the Office of the Budget wdl 
work wlth each Agency to develop a formal subm~ss~on to the Budget & Financial 
Management Comm~ttee The authorshlp/respons~b~l~ty for the FMC subm~ssion rests w ~ t h  
the Agency Note the submrssron at thrs stage should not requzre detarled costrng 

11 The Office of the Budget will consol~date all of the new initiative proposals recelved by 
sector, assess each agamst the predetermmed evaluation criter~a and propose a rank~ng for the 
Budget & Flnanc~al Management Commlttee 
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a Remove from the year-end projections any amounts funded as one-time expenditures tc 
arrive at the Revised Base for each Agency 

Non-Dzscretzonaiy Costs Increases 

Salarles Wages, Pensions, Debt Servicing Costs, Regional and External Contrlbut~ons, 
Insurance, Soclal Security Contribut~ons, and Rents are some of the Non-Discret~onary 
Costs 

For each Non-Discretionary cost, determine the level of increase requlred for the up-coming 
year In some instances, thls may be determined by statute andlor collectwe bargalnlng 
agreements 

Reszdual Amount 

The formula for calculatlng the residual amount avadable for new initiatives appeared on the 
previous page 

The Resldual Amount, if anv, may be allocated to Sectors, or to Agenc~es or to speclfic 
Programmes 

Budget & Fcnan nal Management Commcttee Submcsszon 
Tzmelzne Year I - Aprd Role of MOF/FMC 

The Budget & F~nancial Management Strategic Planning document is prepared by the Office ol 
the Budget In collaboration w ~ t h  the Macro-Economic Planning Unit and the State Planning 
Secretar~at to seek approval of the followlng documents (1) macro-economic outlook, (2) the 
proposed fiscal plan and the (3) proposed new lnltiatives recommended for hrther study that 
have been developed as part of the Strategic Planning stage by the Agencies The Budget & 
Financial Management Comm~ttee should attempt to approve the above before the end of Apr~l  

The following items should be included in the Cabinet Submission 

1 An overview of the proposed strategic sector plans for the next several years 

2 Description of the sign~ficant Revenue, Cap~tal Expenditure and Recurrent Expenditure 
initiat~ves that support the proposed fiscal plan 

3 A br~ef e~planatlon of the methodology used to develop each of the components of the fiscal 
plan 
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Addztzonal Analyszs for Revenue Target Settzng 

Trmelrne Year I - February Role of MOF/OB 

1 Examine exlsting Revenue measures and determine the potential for increased revenues The 
information gathered from Agencies in their Request for New Init~at~ves should indicate nefi 
or addit~onal revenue sources 

2 Examme current revenue measures with growth potential and prepare schedules estimating 
the increased revenue potential 

3 Compute the "Projectlon for Revenue Target" (PRT) usmg the four-year average percentage 
Increase Thls should be fine-tuned by the information gathered in the above analyses and 
limited by an appropriate level of conservation defined In consultation with the Agencles 

Revised Base x PRT Adjustment = Revenue Target 

4 Compare this amount with the GDP to ensure that this ratlo IS consistent with the projection 
as formulated by other donors as noted in 2 3 2 (1) 

5 Compute the percentage of increase over the Base Estimates 

Sectoral Recurrent Expenditures for Sector plans 
Tzmelzne Year I - March end Role of MOF 

The sect~on discusses how the residual amount avallabie for new ln~tiatives is derwed from the 
total recurrent expenditure target for the sector derlved from the fiscal plan after considering base 
programme requirements, non-d~scretionarv cost increases and the requirements for a contingeni 
reserve The formula to compute the Residual Amount is 

1 Base Programme + Non-Discretionary 
Cost Increases - - Unavoidable Expenditures 

2 Total Planned Recurrent Expenditure 
- Unavo~dable Expenditures - - Resldual Amount 

Tlze Base Year 

The Base Yea1 refers to the current year s level of a c t i r l t ~  Base Year recurrent elpenditures 
lnformatlon IS achleved by 
e Obtainlng from each Line Agency project~ons for total expenditure for the current year ds a1 

year end 
- --- 
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Part III AGENCY PREPARATION 

Timellne Year I - May to August Role of Agencies 

This section of the budget cycle addresses the activities that occur primar~ly w~thin an Agency In 
support of the annual Estimates Circular from the Mlnlstry of Finance The significant Agency 
Preparation Phase spans the months of May to August In Year 1 

This phase requlres the institutional setup of Agency Budget Committees within the Agency and 
involves the following act~vities 

Agencies seek direction from the Office of the Budget and the Budget and Financial 
Management Committee about developing detailed costing for new initiatives 

e Agenc~es reconfirm their programme structures in terms of ldentlfying the 
appropriate programmes, sub-programmes and activities, and ensuring the objectives 
of each support the Government's natlonal planning pr~orities (Note there are 
administrative burdens associated with the identification of unnecessary activities) 

As soon as the Budget and Financial Management Committee of Cabmet approves 
the preliminary Agency allocations, the Ministry of F~nance issues the Estimates 
Circular letter and communicates the preliminary allocation numbers The 
preliminary allocations should be released by the begrnning of July 

* Upon receipt the Agencies allocate the Agency allocation to the respective 
programmes to commence detailed planning 

Each actlvity manager within the Agency completes the Programme Budgeting 
worksheets The sub-programme managers and the programme managers, in turn, 
refine the activlty requirements in light of the Agency allocation and the sector plans 
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4 Bar Charts graphs or tables showing the F~scal Targets in a historical perspective and other 11 
indicators in relation to the Gross Domestic Product I1 

5 Proposed prellmmary allocations by sector 11 
6 Comparative analysis of non-discretionary costs H 
7 Tentative new ~nitiat~ves including description, benefits and financial implications A 
Once the Budget and Fmancral Management Committee approves the document, the plan IS then 
used by the Ministry of Finance in Circular Preparation and Agency Prehmlnary AIlocat~on 
setting The deta~ls of circular development are discussed in the next chapter 
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3.1 Agency Budget Commrttee 

An Agency Budget Committee should operate In each Agency comprising of the 
Minister, Permanent Secretary, Deputy Permanent Secretary, Principal Assistant 
Secretary of Flnance, at least two slgnlficant Programme Managers and a member of the 
Agency EPMU 

The role of the committee 1s to pro-rate the MDRs preliminary allocat~on to the internal 
programmes consistent wlth the Government's sectoral plans, to assess completed 
activity budget requests, to review new initiatives, and to approve submissions before 
release to the Ministry of Finance (OB) 

The Agency Budget Committee should serve as the final arbiter for internal MDR budget 
issues 

The Agency Budget Committee will review and approve 

Programme structures 
New initratwes proposals 
Programme1 Sub-Programme 1 Activity Budgets 

The Agency Budget Committee should 

Send representatives to all formal meetings w t h  M~mstry of Finance on 
Budget Estimates 

Co-ordinate final adjustments to Agency Estimates 

Conduct internal quarterly In-Year Reviews 

Send representation to all MOF Quarterly review meetings 

3 2 Reconfirm Programme Structure 
Tzmelrne 4t the tzme o f N e w  Inztratzves and budgetpreparatzon Role of Agenczes 

An Agency s Programme structure may change from year to year as the prlorltles change The 
reconfirmation of the Agencv s Programme structure provides an opportunity for a fundamental 
examination and reappraisal of the ROLE AND MISSION of each Programme and the outputs 
from each activits This actlvltv can take place before the MOF issues the Estimates Circular 

The 4gency Budget Committee should assess the needs that each Activity IS expected to address 
against the most recent national strategies and the sector plans 



AGENCY PREPARATION OF ESTIMATES MAY T O  AUGUST OF YEAR 1 

4ppr rval o f  sector plans 

and t~acal plans 

l o r ~ l ~ m ~ n a r v  allocat~ons are dec~ded 
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and the respons~b~ltt~es o f  each manager4 
In terms o f  thetr Prellmlnary Allocat~ons 

to monltor total overall Agency level 

Budget Rev~ew Meetlnns w ~ t h  M m  & 

1 ~ 1 t h  Agency Budget Comm~ttee cost effect~veness ness and relevance 

on staffing o f  new 

I~etermlne the base budaets for Evaluate the acnvttv on 1 I ~eve loD  base budnet for 
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I 
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Allocattons to the Sub programme \ tasks 

1 Attendance o f  Programme Managers at 
M~n~sters EPMU and other senlor 

amongst Mlnlsten o f  speclal 

Prepare worksheets for each 

act~vlty uslng the forms 

plans for act$\ thes lncludmp 
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0 Alternatives - Are there more cost-effective and alternative programmes whlch might 
ach~eve the objectives and intended Impacts and effects' 

Are there more cost-effective ways of del~vering the existing programme' 

3.3 Developzng Prelzmrnary Allocahons 
Tzmelzne Year I - May/June Role of MOF 

Each year, the staff with~n the Office of the Budget commence the build up of the preliminary 
Agency allocations by analysing the current year to date and the recurrent spending patterns for 
the pnor two years of actual expend~tures by Programme, and by estimatlng an appropriate 
revzsed basefindzng level by Programme for the next year 

Revised base funding refers to the fundmg below which a programme cannot ach~eve ~ t s  
objectives The base fundmg level IS arnved at after cntical evaluation of the programme and ~ t s  
funding A fully mature system of programme budgetmg wdl eventually requlre the shar~ng of 
mfonnat~on between MDRs and MOF on the ongoing servlce delivery and its financial 
requirements as justified by performance measurement on an annual bass 

An Agenc~es' prehm~nary allocat~on may comprise up to three factors 

Prel~minary Allocat~on = Rev~sed Base Funding Level 
+ Non-Discretionary Costs Increases 
+ New Approved Imt~atlves 

For analys~s purposes, the Office of the Budget separates the current year's recurrent 
expend~tures between Personal Emoluments and "Other Charges" for each Agency For those 
Agenc~es that rece~ved changes to the current year's base fund~ng level, the portions attnbuted to 
Personal Emoluments and Other Charges should be noted 

The base fundmg amounts per programme are consolidated to the Agency level The sum of the 
Agency preliminary allocat~ons must be reconciled with the total amount available for recurrent 
spending In the next year fiscal plan When the final amounts are established by Agency, the OB 
presents their recommendations to FMC for consideration, amendment and eventual approval 

The base recurrent allocat~ons are then communicated to the respective m~nlsters of the h e  
Agenc~es These base recurrent allocations are known as the prel~m~nary Agency allocations 

Upon rece~pt of the Agencj allocat~on, the Agency's ABC analyses the requirements of the 
Agency's programmes In a manner simdar to the OB and reallocates the available funding to the 
Programme level 
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the requirement for each actw~ty should be re-substant~ated and the relevance of 
prevlous strategies targets, and priorities should be confirmed against current needs, 

assurance should be sought that the ac t~v~ty objectives are harmonised to the 
Government's agenda and sector plans, 

the objectlves, funct~ons and scope for each activity should be reconfirmed, 

a work plan should be documented for each activity in the coming year, ensuring the 
objectives are expressed In terms of the priorities assigned to each major Programme, 

key result statements should be defined for each programme, sub-programme and 
activity along w ~ t h  the cr~teria to measure the results, 

the Agency Budget Committee should endorse the proposed ProgrammeIActivity 
format for the Agency before subm~tting the structure to the OB for FMC Cabinet 
approval 

Programme Evaluation Issues 

A necessary component of the process of reconfirming programme structures is a cntical 
evaluation of the current programmes and their objectives The following are some 
gu~delines/questions that will help assess the programmes7 effectiveness 

Continued Relevance of Programme - Does the programme contmue to be consistent 
with departmental and government-wide priorities and to address, realist~cally, actual 
need? 

Programme Rationale - To what extent are the objectives and mandate of the 
programme st111 relevant? 

Are the activities and outputs of the programme consistent with ~ t s  mandate and 
plaus~bly linked to the atta~nrnent of the objectives and the intended impacts and 
effects7 

Programme Success - In what manner and to what extent is the programme meeting its 
objectlves, w~thin budget and w~thout significant unwanted outcomes? 

Impacts and Effects - What impacts and effects, both intended and unintended, resulted 
from carrymg out the programme3 

In what manner and to what extent does the programme complement duplicate, overlap 
or work at cross-purposes n ~ t h  other programmes? 

Programme Cost-Effectiveness - to what extent 1s the current programme the most 
appropriate effic~ent means for achiev~ng the objectives relative to alternative design 
and delivery approaches7 
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mclude projectsftasks outputs volumes, unit cost for outputs and results It must remain 
consistent with the objectives of the Programme When completed, the work plan provides the 
basis for assessing operational accomplishment during the year in relation to the costs of 
resources provided 

The work plan is required to Indicate the criteria by which progress will be evaluated The 
criteria should be measurable outputs that can be directly related to staffing and other cost 
components The worksheets for each activity are consolidated to arrive at the total worksheet 
for the Programme 

3.6 Preparatzon of Draft Estzmates 
Tzmellne Year I - July to September Role of MOF 

Before the Budget can be presented to Parliament the Office of the Budget is involved in an 
extensive consultation process that commences w th  the issue of a circular or call to all of the 
Agencies of government to prepare draft estimates These draft estimates must provide for 
revenues and expenditures for the activities and costs that each Agency manages and over which 
they exercise control 

The Budget Circular is issued annually by the Secretary to the Treasury, Ministry of Finance to 
all Permanent Secretaries, Heads of Departments, Regional Executive Officers and heads of any 
other government Agency that reports revenue, or has recourse to financial support from the 
Consolidated Fund of the GoG The Circular, is usually issued by June lSt, and requests 
estimates of current expenditure, current revenue and cap~tal expenditure 

Each Agency is required to deliver to the Office of the Budget, two copies of its draft estimates 
by a date specdied in the Circular The package is called the "Current Budget and Revenue 
Budget submission At the same time, two copies of Capital Expenditure submissions are to be 
hand delivered to the Chief Planning Officer, State Planning Secretanat Failure to file their 
submission by the specdied due date places an Agency at risk in that the MOF may not be able 
to meet with the Agency to discuss its draft submission due to t ~ m e  constraints and other factors 

Upon receipt, the draft Est~mates are compared by the Office of the Budget (OB), against the 
government s intended allocation for the Agency and reviewed in terms of consistency with GoG 
pollcles, plans strategic objectives and over-funding requests 

When the analysis of the Agency's draft Estimates is complete, the OB 1s ready to discuss the 
impact of the estimates with each Agency 

Budget Review Meetings are held wlth each Agency by the Ministry of Finance The process 
prov~des a thorough review and assessment by the Central Estimates Comm~ttee from the Office 
of the Budget and representatives of the Agency Budget Comm~ttee on the budget submissions 
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Upon receipt of the Internal Agency Programme allocation each Programme manager must 
analyse the requ~rements of hislher sub-programmes In conjunct~on with the Sub-programme 
managers and reallocate the available funding at the sub-programme level 

Upon receipt of the internal Agency Sub-programme allocations each sub-programme manager 
must analyse the requlrements of hidher dctivit~es In discussion w ~ t h  actlvity managers and 
reallocate the available fimding at the activlty level 

Upon receipt of the internal Agency activity allocations, each activ~ty manager must analyse the 
requirements of hisher activity and distribute the available funding to the appropriate chart of 
accounts within the activity 

The development of Prelrmrnary Allocatrons occurs after the Budget and Fmancral 
Management Commzttee's approval of the sector allacatrons and provrdes a benchmark 

fundrng level by Programme rn the Estrmates Crrcular 

3.4 Actzvzty Management 
Timeline Year I - July Role of Agency 

The preparation of the Agency Estimates Submission requires each Activity withln a Programme 
to develop its own worksheet, which is eventually aggregated to the Programme Level It is 
essential that the Actlvitles are accurately costed to ensure that there are suffic~ent resources 
available wthin the Agency's allocation next year to carry out the assigned tasks 

Each activlty budget should be developed by the activity manager within the scope of the 
preliminarv allocation determined by the sub-programme manager, and drawn up In accordance 
w t h  the instructions in the Estimates Circular Any request for funds in excess of the preliminary 
allocation should be argued separately Numbers and classifications of people, the amounts for 
equipment materials, supplies and other resources required to achieve the objectives of the 
Activity should be clearly speclfied 

The Sub-programme manager must ensure that the activity work plans are attainable and the 
cost estimates by Chart of Accounts are realistic 

3 5 Work Plans 
Tznzeline I t w r  I - 4ugur t  

A Work Plan is required for each Activitl A work plan IS  a specific statement of the annual 
work load outlining all tasks to be undertaken in the operatmg vear Elements of the work plan 
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3 7 1 Guzdeknes Fur Managers 

The permanent secretaries should pass on the following general guidelines to programme, sub- 
programme and act~vlty managers when they are charged with the preparation of a budget 
subm~ssion 

1 Managers ass~gned responsib~lity for financial resources should be involved In all 
aspects of the preparation of thelr budgets to ensure the~r commitment to them 

2 Programme Managers should work with thelr sub-programme and act~vity managers 
to standardise the accurate and efficient preparation of budgets 

3 Budget worksheets should be reviewed In detall by the next level of management to 
ensure that they reflect programme and sub-programme work plans, that proposals are 
real~st~c and justified and that the method of computing costs are reasonable 

4 Managers must monitor up to three budgets at all tlmes (execution of current budget, 
Input for next budget and plann~ng for the subsequent budget) The chart at the end of 
t h ~ s  sectlon lnd~cates the simultaneous activities 

Programme Structure 

The Estimates Circular requests Lme Agenc~es to provide the followmg 

A M~sslon Statement for the Agency as a whole This statement prov~des the 
fundamental purpose of the Agency It should ident~fy the purpose, service recipients, 
the objectives the Agency IS worklng towards achievmg 

Information mdicating the relevance of any change to the Prograrnme/Activity Format 
In the context of the Agency's purpose and mlssion 

The information listed below is requlred for each Programme Narrative 

Programme s Objectives - the fundamental purpose of the Programme 

Sub-programme s Objectzves - sub-programmes that follow from a glven programme 
and its objectives 

Actzvrtzes Activities that would allow the Programme and Sub-programme to ach~eve 
their objectives T h ~ s  would be the lowest level of cost centre 

0 Key Responsrbrlztres - the keq operational funct~ons undertaken to ach~eve the 
Programme's Objectives 

%ope - the Programme magnitude or uorhload 

Key results expected to be a c h ~ e ~  ed during the upcoming fiscal vear 
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(See Sectlon 4 3) 

Policy gu~delines In the Circular will vary from year to year depending on the particular 
the government's plans The 1998 Circular contained documents and forms, simllar 
listed on page 45 

thrust of 
to those 

3.7 Estmates Circular 
Trmelzne Year I - June-July Role of MOF 

The Estimates Circular refers to the document sent out by the MOF in July of each year to the 
Permanent Secretary, Heads of Agencies, Departments, REOs and the Accounting Officer of 
each Agency It informs the Agencies of then Preliminary Allocation and requests the Agency to 
develop their annual Estimates within the specified allocations for Recurrent Expenditures, 
Revenue and Capital Expenditures The preparation of the Estimates Circular and the Agency 
preliminary allocations usually precedes the approval of the FMC of the fiscal plan and sector 
allocations etc (explained In detall in the previous chapter) 

The prel~minary allocation method requires Agencies to employ management strategies to real~se 
their financial targets - such as Personal Emoluments, Other Charges etc This part of the 
Budgetary Process should be reviewed each year for relevancy and possible improvements 

The followng matenal is meant to be a guide in preparing the Agency's response to the annual 
Estimates C~rcular (Note For a listing of the relevant forms see the end of this section) 

The Government's Chart of Accounts should be reviewed annually to determ~ne its ability to 
capture and report useful Programme1 Sub-programme and Activity information The existlng 
chart of accounts under line Item budgeting w ~ l l  be continued into 1998 (Note The Chart of 
Accounts will be reviewed In 1998 with a view to consolidating a number of sub-heads Into more 
meanmgful categories for Estimates purposes, without losing access to the detaded accounts for 
Public Accounts reporting purposes) Once revlsed, standard definitions will be developed for 
both current and capital accounts 

In general, the c~rcular should provide the followng information/ instructions 
Macro-economic assumptions 

a Guide to working withln allocations 
Recurrent expenditure 
Capltal expenditure 
Recurrent Revenue 

Preparation guidelines for all forms 
a Schedule of events1 due dates 
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Recurrent Revenue 

The followmg mformation is requested by MOF for recurrent revenues 

Review of all revenue streams in terms of the past year's performance and an overview of the 
next year stating reasons for variances from targets and additional resources requlred to boost 
revenue collect~ons 
Assurnpt~ons on which the next year's Revenue estimates are based 
Recommendat~ons related to inefficient revenue streams that should be abolished or 
mcreased Provlde background (1 e when last changed and what is the current level) relating 
to the fee/ levy/ licence proposed 

Schedule of Events, Due dates and Reports 

Ministry of Fmance ~dent~fies the deadlines for the recelpt of the information to be subm~tted 
to the Ministry of Finance by each Agency, usually by the end of August 

These deadlines allow the Minlstry of F~nance sufficient lead trme to analyse the information 
and format ~t for the Estimates Committee Meetlngs 

Estzmates Forms 

The following is a list of forms used by the Ministry of Flnance as part of the Estimates Clrcular 
for the 1998 Draft Estimates A description and summary of each form IS deta~led in the 
following matrix Agencies are requested to complete their Estimates using the followng forms 
to provide supporting information 
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The amounts requrred for Other Charges for the upcoming year s Estimates should be calculated 
using the worksheets provlded Other Charges are to be calculated for the Agency as a whole and 
then for each Programme and its Activity (if any exlsts) 

Recurrent Expendrture 

The followmg information will be provided or requested by MOF, Office of the Budget, wlth 
the annual Estmates Circular 

a prel~m~nary allocat~on for each Agency 

a list of the staff included on the OB database for Personal Emolument cost purposes 
The Agency should amend any Incorrect informatron and return to the Ministry of 
Finance 

lf there are any new posts or appolntments missing from the Personal Emoluments list, 
copies of appointment forms should be submitted 

ind~cate on the Personnel Emolument llst the Actrvlty where each new staff member is 
assigned or old staff member is reassigned 

Issue Notes8 

any request for an increase over the Agency's Prelrminary Allocation must be 
accompanied by Explanatory Notes 

The issue notes are to Indicate the total Increase berng requested, where the additronal 
funds will be used, why the funds cannot be found internally, and what the 
~mplications will be for non-funding 

Based on prevlous circulars, at a minlmum, the State Planning Secretanat should provide1 
request the following lnformatron 

total amount allotted to the Agency for capital expenditure rn the preliminary 
allocation for on-going and new projects 

Agency to submit information on the capital requirements for proposed new projects 
Each project must be accompan~ed by a project profile which includes purpose 
description, and cost 

Agency to submit lnformatlon on the recurrent costs related to any proposed capital 
plojects 

8 Issue notes ev~s t  [n the 1998 Est~mates process but w ~ l l  be replaced b~ New l n ~ t ~ a t ~ v e s  In the 1999 Estmates 
process 
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BUDCAP-C I Deta~led evplanat~on of proposed project 
1 Information of fo re l a  funded uro~ects 

Note Circular forms have not been included In thls manual but are available at Office of the 
Budget In the Mlnistry of Flnance 

Agencles should set up an Agency Budget Committee as early as posslble for both budget 
preparation and monthly expenditure monitoring purposes 

Agencles must reconfirm thelr programme structure annually to ensure that all programmes, 
sub-programmes and actlvitles contlnue to address the prlorlties of the Agency 

Each programme should be evaluated wlth respect to ~ t s  relevance In the government's 
p r~o r~ t~es ,  and ~ t s  cost effectiveness 

Preliminary Allocations should comprlse the base fundlng level non-discretionary cost 
Increases and any allowance for new approved inltlatives 

Agencles should breakdown the prellm~nary allocation to the actlvlty level before any 
detalled planning starts 

Actlvlty managers should be responsible for the preparation of then- own worksheets 

Detalled workplans should be prepared for each actlvity outllnlng all the tasks to be 
undertaken in the operatmg year and the expected accomplishments 

Programme and sub-Programme Managers should ensure that the consolldatlon of Act~vlty 
level budget requests is done accurately withln the approved allocations and that all 
add~t~onal funding bemg requested 1s properly documented and requested In the form of New 
Inltlatlves proposals 

ABC and EPMU should ensure that all forms are completed, all lnstructlons are complled 
with and all deadlines are adhered to In accordance with the MOF c~rcular 

----- 
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Documents to be submitted A check list of all documents to be submitted 
Transmittal Statement (general) Certification of submitted budget and number of pages 

submltted 
Transmittal Statement (Region Specific) Certification by Regions that the~r  sector budgets have been 

discussed wlth related subject Agency 
Prel~minaw Allocat~on Llne Agency s Preliminary Allocat~on for Recurrent 

Expenditure Capital Expendlture and Recurrent Revenue 
Recurrent Expenditure 1s broken down into Personal 
Emoluments and Other Charges Capital Expenditure 1s 
broken down Into On-Going and New Projects 

Schedule of Events/Reports Due dates for the submission of informat~on by the Lme 
Agencles to the Min~stry of Fmance (MoF) 

Programs & Activities Completed by the MoF and the Lme Agency The MoF 

BUDREVI Deta~ls of Current Revenue 3 Year 
Summarv 

Identifies each Programme number and name, and the 
Act~vlty # and name for each Programme (where Activltles 
exist) The partly completed form is then sent to the Llne 
Agency where the Budgeted Estimates for the upcomlng year 
the current year and the previous year are completed A 
separate form 1s to be completed for each Programme T h ~ s  
form is used for Recurrent Expendlture and Recurrent 
Revenue 
Estimated current revenues and arrears 

BUDREV2 Details of 1997 Current Revenue Revenue collections for Jan-July and monthly projections 
BUDREV3 Details of Current Revenue Explanation for variattons ~n 1997 Revlsed Est~mates and 
Assumpt~ons 1998 Estimates 
BUDEXP I Actlvity Budget Worksheet Lowest level of costing 
BUDEXPl(b) Details of Current Expenditure of Comparison of Estimates w ~ t h  Revlsed Est~mates Budget and 
Organisat~ons/Inst~tutions Actual 
BUDEXP? Sub Programme Budget Worksheet Preparation of Sub Programme estimates at the Chart of 

Account level 
BUDEXP3 Programme Budget Worksheet Preparation of Programme Estimates at the Chart of Accounts 

level 
BUDEXP4 Agencv Budget Worksheet Preparation of Agency s Estimates at the Chart of Account 

level 
BUDEXP5 Issue Note Provlde lnformatlon on new initiatwes or expansions to 

existmg programmes or an explanation for requests above 
preliminary allocation 

BUDOCl Details of Other Charges Details of Chart of Account Code 30 1 
BUDOC2 Detalls of Other Charges Details of Chart of Account Code 304 002 
BUDOC3 Details of Other Charges Details of Chart of Account Code 305 - 
BUDOC4 Details of Other Charges Details of Chart of Account Code 3 10 
BUDOCS Details of Other Charges Deta~ls of Chart of Account Code 3 1 I 
BUDOC6 Details of Other Charges Details of Chart of Account Code 3 12 
BUDOC7(a) Deta~ls of Other Charges Detalls of Chart of Account Code 3 14 - 004 ln-vear 
BUDOC7(b) Dztalls ot  Other Charges Deta~ls of Chart of Account Code 3 14 004 projections 
BUDECI Stdff List Pei sonal Emolument Names of Statf 

I 

BUDCAP A I Econom~c and financial information ot each project . - 
BUDCAP-B Cap~tal request capltal expenditures to date and past \ear 

cap~tal expenditures 
- pp- -- - 
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Part IV CONSULTATION/FINALISATION 

T h ~ s  phase covers the budget consultations during September to December between the 
MDRs and the Central Agencies related to the optimum revenue, recurrent, and capital 
allocations for the next year T h ~ s  phase commences after the MDRs have submitted 
their Programme Budgeting activlty worksheets and concludes with the presentation of 
the Estimates to the National Assembly 

Each participant m the consultation process must be aware of and respect the role of the 
other contr~butors to the Estimates process It IS important that all of the contributors 
execute their respons~b~l~ties w~thout lnfrmging on the responsibil~t~es of others 

Central Agency personnel must diligently study the proposals from the MDRs and 
support the country's Interests as a total enterprise as defined in the sector plans and 
preliminary allocat~ons Line Agency personnel must articulate their programme needs 
and assured del~verables/ outputs In a manner that w ~ l l  be read~ly understood by analysts 
not necessarily fam~liar with the detailed Programme operations 

If executed properly, the consultation phase will add significant value to the budgeting 
process If executed ~mproperly, budget discuss~ons can lead to a perception of Central 
Agency autocratic decislon makmg and a sense of frustration urlthin the MDRs 

This phase requlres the institut~onal setup of a Central Est~mates Committee In the 
Mlnistry of Finance and involves the following main activities 

1 Analysis of Budget Submiss~ons by Office of the Budget 
2 Budget Review Meetings between the Agency and the Central Estimates Committee 
3 Fmal Negotiations and consultations on Budgetary Requests 
4 Presentation of the Estimates 
5 Preparat~on of the Appropr~ation Bill 
6 Budget Address presented by the Min~ster of Finance 
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3 8 Potenhal Agency Preparatzon Enlzancements 

The followmg processes will not be Implemented for the 1999 Estlmates, but w111 be considered 
for subsequent annual business plannlng exerclses 

lntroductlon of Agency Revenue Targets and Subrn~ssrons 

The Office of the Budget w11l allocate revenue targets to some Agencies on the expectation that 
some of thelr revenue streams should Increase over the base year 

r Compute the Agency share of Revenue Increase 

Compute the Revenue Increase for each source of Revenue separately Aggregate the 
Revenue Increase for all sources to arrlve at the Agency's Total Increase for Revenue 

Use the percentage increase computed in the Revenue Sect~on to allocate any remalnlng 
Increase to other existing Revenue Measures 

r Compute each Agency's Revenue Target 

Base Estimates + share of Increase 

This amount IS to be included in the Agencies Estimates Circular to establish the 

Preliminary Allocation for Recurrent Revenue 

If any changes are proposed by the Agency to the Preliminary Allocation, copies of the 
worklng papers used to estlmate the change must be submitted with the Revenue Estlmates 
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4.1 Central Estzinates Cominzttee 

The Central Est~mates Comm~ttee is a technical wo~hing committee comprlsmg of 
personnel from the Office of the Budget, State Plann~ng Secretar~at and Publ~c Service 
Management The committee meetlngs are cha~red by the Director of the Budget Office 
wh~le  dealmg w ~ t h  recurrent expend~ture and revenue issues, and the C h ~ e f  Planning 
Officer of the State Planning Secretariat whde dealing with capital expendlture lssues 

The role of the Central Estimates cornrn~ttee 1s to evaluate the MDR budget subm~ss~ons 
within the context of the approved sector plans and the preliminary allocations, to engage 
In d~rect d~alogue with senlor representatives from the respectwe Agency Budget 
Committees, and to prov~de other analytical servlces related to the development of the 
annual Estimates as directed by the Budget and F~nanc~al  Management Committee of 
Cablnet 

The committee must provide advice as to whether the Agenc~es' submissions are with~n 
the frameworh of the nation's sector plans, and the preliminary Agencles allocations In 
sltuat~ons where there are perceived differences, the committee IS expected to engage in 
d~rect consultat~ons w ~ t h  the Agenc~es to develop recommendations w ~ t h  respect to then 
budgetary requests On critical Issues, the Minister of Finance and hls counterpart from 
the Agency may be requ~red to prov~de pol~cy direct~on 

4.2 Analyszs of Agency Submzsszons 
Trmelrne Year I - September/October Role of MOF 

MDRs should not be assured that they w ~ l l  necessarily recelve their or~ginal prellmmary 
allocat~ons The Central Est~mates Cornrn~ttee must complete a comparatlve assessment of all of 
the worksheets received In response to the Est~mates C~rcular 

It is possible that the preliminary allocat~ons for a part~cular Agency w11l be reduced durmg this 
phase, ~f dur~ng the analvs~s of all of the other worksheets, it IS found that the funds can be better 
spent on an actlvlty within another Agency 

It is also possible that decisions may be taken to increase or reduce the Government's overall 
fiscal targets because oi late breakmg changes In the economy and ~t may recommend that 
some allocations be mcreased and others decreased The end product should be the development 
of the opt~mum expendlture plan for Guyana 

The Central Estimates Conumttee anal] ses the o\er Prellminar\ 4llocatlon lssues durmg thi\ 
phase and participates In d~rect discussions wlth Agency personnel to ensure that Governn~ent s 
prioiities and proglanme s resource needs are accommodated 
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Based on the outcome of the meeting with the Agencies' Budget Committees, follow 
up with the Agency personnel to adjust the Agency's Estimates accordingly If the 
issue is not resolved, the Agency's request and the Central Estimates Comrn~ttee 
recommendations are presented on the Recommended Over-Allocation Issues form to 
be d~scussed wlth the Secretary of the Treasury, the Minister of Finance and the 
Budget and Financial Management Comm~ttee 

When agreement has been reached around the MDR recurrent allocations, develop 
graphs and charts to show the following informat~on to the Budget and Financial 
Management Committee at the government level 

* Chart showing the Major Components of the upcoming fiscal year's Recurrent 
Evpenditure 

Charts show~ng the composition of the Total Revenues to Total Expenditures 
by year after the Mlnlstry of Finance Recommendatrons 

Charts showmg a four-year companson of Recurrent and Capital Expenditure 

Chart showing a four-year companson of Domestic and Foreign Debt Stock 
Portfol10 

Chart showmg a four-year comparison of Domestic and Foreign Debt 
Servicmg Costs 

Listing of Staff through the staffing database 

Charts showing the categorisation of expenditures by economic classlficat~on 

Analys~s of wages proportion by IMF economlc classificat~on/sectoral 
breakdown from staffing database (See Page 28) 

4 2 2 Capz fa1 Expendzture Analyszs 
Trmelzne Year 1 -September/October Role of SPS 

Econom~sts in the State Planning Secretariat analyse Capital Expenditure requests from Agencies 
in the following manner 

Establish where posslble a mutual rank~ng of existing and new projects that satisfy the 
preliminary allocation in order of the~r  Importance to the country Analyse the 
explanatory notes conduct independent research and prioritlse each project 

Establ~sh where possible a mutual rankmg of exlstlng and new projects that exceed the 
prel~mmarv allocation In order of the~r  Importance to the country Analvse the 
explanatory notes conduct independent research dnd prlorltise each project 
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The Office of the Budget w ~ l l  schedule Central Est~mates Committee meetings with each 
Agency The analysls addresses primar~ly issues w ~ t h  pol~cv staffing and financ~al impl~cat~ons 
Opt~ons are d~scussed for resolution with the Agency s Agency Budget Committee 

Negotlat~ons take place w ~ t h  the Intent of funding those activities whlch yield the desired 
benefits at the least posslble cost T h ~ s  process of comparing the relative cost-benefit of all of 
the GoG PB activities establishes a platform on wh~ch rational select~ons can take place 

The Central Est~mates Comm~ttee's recomrnendat~ons on an Agenc~es' Est~mates request are 
subsequently presented to the Secretary of the Treasury, the Mmster of Finance and the Budget 
and Financial Management Committee 

Upon receipt of each Agency's Est~mates Submission, the Est~mates Mon~toring Forms for 
Current and Capltal Expenditure and Revenue are completed by personnel in the Office of the 
Budget In advance of each Central Est~mates Comm~ttee meeting (Note The State Plannmg 
Secretariat handles the analysis of the requests for Capltal Expenditure) 

4 2 1 Current Expend~ture Aizalyszs 
Tzmelzne Year I - September/October Role of MOF 

Each OB analyst wlll be asslgned to co-ordmate the Estimates haison with specific Agencles 
The recurrent expenditure subm~ssions are handled by the OB analysts in the following manner 

Identify MDR Estimates subm~ssions that appear to exceed Preliminary AIlocatlons 

Identify MDR Est~mates subm~ss~ons that do not appear to support current year sector 
plans (Such requests will be identified as potent~ally "out-of-scope" submiss~ons) 

Q For each Agency, analyse the increase to determme proportionate changes in Personal 
Emoluments and Other Charges Seek Publ~c Serv~ce Management comments on all 
significant personnel changes 

Q Review the Issue Notes, analyse requests for incremental fundlng and prior~t~se the 
requests Note Issues that are affected by policy changes, staffing and workload 
implications Compile a l~sting of such items for review between the Central 
Est~mates Committee and the Agency's Budget Committee 

Q On the Recommended Over-Allocat~on Issues form state the Agency's request and 
~ t s  overall ~mpact on Total Current Expend~ture and an assessment of the benefits 
Obtain any add~t~onal  lnfonnation from the MDR to fullv brief the Est~mates 
Committee 

e Schedule a meeting w ~ t h  each Agency Budget Committee to d~scuss any ober- 
allocation out-of-scope new in~tlative Issues and develop proposed resolut~on(s) for 
the ineet~ng 
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Recurrent Expend~ture - Part I 

Recurrent Expenditure - Part I1 

Resource Allocation by 
Services 
Pol~cy Issues 

Recommendation on Over- 
Allocation Issues 
Financial Summary 

Budget Notes - Recurrent 
Expenditure 

Budget Summary by 
Programmes 

Recurrent Expenditure 
Estimates Monitoring 
Capital Expenditure Est~mates 
Monitor~ng 
Recurrent Revenue Estimates 
Monitoring 
Recurrent Expend~ture Change 

Recurrent Revenue Notes 

Cap~tal Expenditure Part I 

Capital Expenditure Part I1 

Recurrent Expend~ture Growth 
Analysls 

Staff Requirements 

I Analysis of the Change (if any) for each Agency between the 
Prelimmary Allocat~on and the Estimates Submlss~on 

2 Analvs~s of the change (if anv) for each Agency between the 
Prelminary Allocat~on and the Estlmates Submission 

3 Analvsls of the breakdown by Agencles of the total expenditure on 
General Social and Economlc Services 

4 Listing of the Pollcy issues and concerns the Mlnistry of Finance 
plans to dlscuss w ~ t h  the Emmates Committee at the Estimates 

I Committee Meetings 
5 I M~nistry of Finance's recommendation for each Agency whose - .  

Estlmates Subm~ssion exceeds its Preliminary Allocation 
6 Overall financial summary of Government's operations for the 

1 upcomlng year the current year and the previous year 
7 1 Each Programme s Recurrent Expend~ture Est~mates for the 

I upcomlng and current year broken down by the 29 Object Codes 
I Also provides the Programme/Activ~ty Staff Listing for the 
I uwomine and current fiscal year 

8 Overall Agency s Recurrent Expenditure Estimates by Programmes 
It g ~ v e s  the comparison between the upcomlng year the current 
year and the previous year Format also used for Recurrent Revenue 
Est~mates 

9 Analysis of any change In the Agency s Recurrent Expenditure 
I Preliminarv Allocat~on and Estimates Subm~ssion 

10 Analysis of any change in the Agency s Capital Preliminary 
Allocation and Est~mates Submiss~on 

11  Analysis of any change In the Agency's Recurrent Revenue 
Prelim~nary Allocation and Est~mates Subm~ssion 

12 Analysis of any change in the Agency s Est~mates Submission after 
the Agency's presentatlon to the Estimates Committee 

13 Breakdown of the Programme s Recurrent Revenue Estimates by 
Object and Detail Object Codes for the upcoming year and current 
year 

14 Detailed analvsis of each Agency s Capital Expenditure for the 
upcoming year by projects The total cost of each project is broken 
down by the 3 sources of funds Revenue Loans and Development 
Aid 
Analysis of the Agency s Capital Expenditure for the current and 
the previous year broken down by prolects 

16 Analys~s of the growth in Recurrent Expenditure between the 
Preliminary Allocat~on and the current year s Estlmates and the 
Mlnlstry of Flnance Recommendation and the Prel~mlnary 
Allocat~on 

17 Increase In the total staff requirement for the upcoming fiscal year 
over the current year 
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For each project, state the ~mpact of implementing and deferrmg the project Glve 
part~cular emphasis to the magma1 projects that have not been Included with~n the 
prelirn~nary allocat~on 

Analys~s of capital expenditures by sectors 

4 2 3 Forms 

The follow~ng forms ald the M~nlstry of F~nance when analvslng the Agency's Estimates 
Submlss~ons A summary descript~on of each form 1s deta~led overleaf These forms are located 
at the end of the chapter These forms should be used as tools to formal~se and standardlse the 
analys~s of Agency Submlss~ons 
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4.4 Presentatzon of the Estzmates 
Tzmel~ne Year I - November/December Role of MOF 

Once the Budget and Financial Management Committee has approved all of the Agency 
Estimates for the next year, the Office of the Budget compiles the draft Estimates into three 
volumes The layout of each volume is reviewed annually and approved by the Minister of 
Finance Each volume is presented to the Secretary to the Treasury and the Minister of Finance 
for a final review before presentation to Parliament 

The Draft Estimates Include the plans, represented In financial terms, under consideration by all 
of the Agencies in the publ~c sector The Draft Est~mates disclose forecasts for current 
expenditures, revenues and capital expenditures supported by summary information intended for 
members of Parliament and other interested parties to focus quest~ons on issues of interest 

The Estimates provide a comparative analysis of the strategic and economic outlook with fiscal 
targets Parliament undertakes its own intensive review and after the Parliamentary Debates, the 
budget is voted on, and approved by the Natlonal Assembly Upon approval by Parliarnent the 
budget has legal effect and becomes the governing financial guideline for operations of the 
government for the following year 

The Printed Estimates are the official documents outlinmg the allocation of the Government's 
budget by Agency, Programmes and Act~v~ties for the upcoming fiscal year It provides a 
comparative analys~s of the upcoming fiscal year resources agamst pnor year It also provides 
information on Agency's Objectives, Responsibilities, and Results to be achieved 

After the sesslon of the National Assembly, the Printed Est~mates are finalised If there are no 
changes stipulated during the parliamentary debate the Estimates take legal effect If there are 
changes, there is a distinct~on between the "as presented" and the "as passed" As passed copies 
of the Estimates are usually printed after Parliamentary approval and represent the changes 
requested by Parliament 

1 The Draft Estimates are used by the National Assembly for the Parliamentary 
Debate and are tabled In three volumesg 

Volume I - Current and Capltal Revenue and Expenditure mfonnation 
of the Central Government operations, macro-economic tables, etc 

Volume I1 - Agency Programme Narratives 

Volume 111 - Capital Profiles 

2 The three volumes contain the details as shown on the following pages 

9 For 1998 a fourth volume contalnlng 1997 Rev~sed  Current Estimates was prepared to facll~tate the change from 
lme ~ t e m  to programme budgetmg format 
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4 3 Budget Revzew Meehngs 
T~melrne Year I - October Role of MOF/Agencres 

Person to person budget review meetings are held wlth each Agency, usually one month 
after the submiss~on of Agency Budgets During each Agency's review meeting, 
representatives from the Agency Budget Committee should explain their fhd~ng  
requests, provide an overview of the Agency's operations for the upcoming year and 
describe the nature and implications of any over-allocation issues (requests that exceed 
the preliminary allocation) 

After hearlng the Agency's justification for any new, over-allocat~on, and out- of -scope 
Issues the Central Estimates Committee enters Into discuss~on with the Agency about 
suitable options 

The general gu~dellnes for the budget meet~ngs wlth the Agenc~es are as follows 

o An economist~programrne officer at the Ministry of Flnance takes mlnutes 
of the proceedings of each meeting The mmutes are circulated to all 
Central Est~mates committee members, attendees from the Agency Budget 
Committee, and discussed m detail w~ th  the Director, Office of the 
Budget 

W~thin one week of the Budget Revlew Meetmg, a recommendat~on for 
each Agency's subm~ssion is prepared, circulated to the Agency, the 
Central Estimates Comm~ttee, and the Min~ster of Finance If a 
contentious Issue is not resolved sat~sfactonly through negotiation the 
matter IS referred to the Minister of Finance who will consult wlth the 
Min~ster of the Agency involved 

If ministerial consultation IS not successful the matter wdl be referred to 
the Budget and Financial Management Committee for resolut~on 

The OB analyst asslgned to the Agency will ensure that the necessary 
changes are made to each Agency's Estimates to reflect the Budget and 
Flnanclal Management Committee decmons 

All of the Recurrent Expenditure Capital Expenditure and Revenue Estimate forms affected by 
the negotiated changes are then updated bv the Agencj sign-off agaln dnd resubmitted to the 
Office of the Budget 
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Three 

Item 
Sect~on 

20 I Central Government Capital Appropriation Expenditure 

Name 
Central Government Capital Appropriation Expenditure 

Sect~on Four 

Name 

Appendices 

Macro-economzc Framework 
Appendix A - 
Central Government Summary of Expenditures ( some Information to come from 
Table 8 (Central Government Abstract of Current Expenditure by Chart of 
Accounts) 
Appendix B - 
Central Government Financial Operations (Economic Classification) ( some 
Information to come from Table 8 (Central Government Abstract of Current 
Expenditure by Chart of Accounts) 
Appendix C - 
~ g i o n a l  Accounts Aggregates of the Economy 
Appendix D - 
Gross Domestrc Product at Current Factor Cost 
Appendix E - 
Gross Domest~c Product at 1988 Prices by Industrial Origin 
Appendix F - 
Real Output Index 
Appendix G - 
Balance of Payments (Analyt~c) Summary 
Append~x H - 
Monetarv Survey 
Appendix I - 
Urban Consumer Price Index 
Subszdzes and Contrzbutzons 
Append~x J (a) - 
subsidies and Contributions to Local Ornan~sations 
Append~x J (b) - 
Subs~d~es  and Contribut~on to International Organ~sat~ons 
Publzc Debt 
Appendlx K - 
Central Government Debt Serv~ce Pavments 
Appendix L (a)- 
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Volume I Est~mares of the Publrc Sector Current and Caprtal Expendzture and Revenue 

One 
Table 1 - Consolidated Fund Current Account - 
Information to come from Table 8 (Central Government Abstract of Current 
Expenditure by Chart of Accounts) 
Table 2 - Consolidated Fund Capital Account 
Table 3 - Central Government Summary of Revenue and Expenditures - Information 
to come from Table 8 (Central Government Abstract of Current Expend~ture by 
Chart of Accounts) 
Table 4 - Central Govemment Current Revenues by Type 
Table 5 - Central Government Abstract of Revenue by Head 
Table 6 - Central Government Detalls of Revenue Estimates 
Table 7 - Central Government Abstract of Current Expenditure by Agency 
Table 8 - Central Government Abstract of Current Expenditure by Chart of Accounts 
Table 9 - Central Government Abstract of Capital Expenditure by Division 
Table 10 - Central Government Summary of Capital Expenditure by Sector and Type 
of Financing 

11 Table 1 1 - Central Government Specific Sources of Financ~ng of Capital Expenditure 
12 Table 12 - Central Government Financial Operations (Accounting Classification) - 

Informat~on to come from Table 8 (Central Government Abstract of Current 
Expenditure by Chart of Accounts) 

13 Table 13 - Public Corporations Financial Operations 
14 Table 14 - Public Corporations Cash Flow 
15 Table 15 - Non-Financ~al Publ~c Sector Summary Accounts 
16 Table 16 - State Owned Enterprises Capital Expenditure 

I Narrative will not be Included as per pilot ) 

Two 
17 
18 
19 
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0 These tables will pull Revised 1997 and Budget 1997 figures from the Releases Database 
December 1996 figures will be added to evisting Revised 1996 figures from the 1997 
Estimates 

Volume 3 Centr a1 Government Development Progf amine Cuprtal Projecls Profiles 

contains all the one page capital project profiles of all Agencies, Departments and Regions 

4.5 Preparatzon of the Approprzahon Bzll 
Tzmelme Year I - December Role of MLA 

The Appropr~ation Bdl IS the law author~sing the Mmster of F~nance to charge amounts to the 
Consolidated Fund This allows the Agenc~es of government assigned the respons~bility for 
spec~fic programmes to recelve and authorise the use of funds and to implement the varlous 
~n~tiatives and projects 

For this purpose the Minister presents to Parliament an Appropriation Bill settlng in summary the 
requ~rements of each Agency Any amounts already prov~ded for by any other law are excluded 
from this B ~ l l  The Appropriation Act constitutes statutory authority for the wthdrawal of funds 
from the Consolidated Fund up to the limits approved by Padlament for each department 

The Appropriation Act limits the amounts to be w~thdrawn by each department These l ~ m ~ t s  
must not be exceeded except w t h  the specific approval of Parliament 

The Minlstry of Legal Affalrs to the scheduled date prepares the Appropriation Bill for the 
Budget Address to Parliament It covers the following 

Short note 
Issue of current and capital est~mates 
Appropr~at~ons 

A Cabinet Submission is prepared and submitted for approval contaming the follow~ng 

0 Draft Est~mates - Recurrent Expenditure 
Draft Estimates - Recurrent Revenue 
Draft Estimates - Cap~tal Expenditure 
Approprlation Act 

The Appropr~ation 4ct is then introduced at the Session of the Natlonal Assembly 
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Statement of Outstandlng Loans and Cred~ts Contracted by Publ~c Corporatlons 
and Guaranteed by the Government of Guyana or Contracted by the Government 
of Guyana and Utlllsed by Publ~c Corporatlons 
Append~x L (b) - 
Summary of Statement of Outstand~ng Loans and Cred~ts Contracted by Publ~c 
Corporatlons and Guaranteed by the Government of Guyana or Contracted by the 
Government of Guyana and Utilised by Public Corporations 
Append~x M - 
Deta~ls of Publ~c Debt 
Other 
Appendlx N - 
Revised List of Approved Appomtments, the Holders of Which May be Ellglble 
for Annual Allowances on Retlrement 
Appendlx 0 - 
Revised Llst of Approved Apporntments the Holders of whlch May be Ellglble 
for Annual Allowances on Retlrement 
Appendix P 

39 

I 

4 1 ( Appendlx S - 

- ~ i s t  of Pensronable Posts under Agenc~es 
Appendlx Q - 

4 0 

I Llstlng of Heads and Agencles 

Schedule of Salary Scales in the Pubilc Servlce 
Appendrx R - 
Detalls of Penslons and Gratult~es 

Volume 2 Programme Budgetrng Narratrves 

The Agency and Programme Narratlves wdl be collated by Agency 

2 

3 

Puge 58  

Agency Narratives* 

Programme Narratwes* 



Programme Budgetzng Manual 

Fiscal and Financial Targets 
Fiscal Measures 
Conclusion 

The Minlster of Finance prepares the Budget Address Technical inputs are sought from the 
Office of the Budget, Bank of Guyana, Statist~cal Bureau and the Macro-economic Division of 
the State Planning Secretanat Other Departments and Statutory Corporations also facilitate the 
preparation of the Budget Address by m a h g  presentations to the Minlstry of Finance In respect 
of the performance and prospects of the various sectors of the economy 
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The House resolves itself to the Committee of Supply to debate the Estimates At the conclusion 
of this the Bill 1s passed and assented to by the President at which point it becomes an Act 

4 6 Tlze Budget Address 
T~rneI~ne Year 1 - December Role of MOF 

The Budget Address IS delivered by the Minister of Finance at the Annual Parliamentary 
Session and provides the basls for the Parliamentary Debate in respect of the Estimates and the 
Appropr~at~on Bill It is customary for the Mlnister of Flnance to request an adjournment of 
Parliament after the presentation of the Address to allow Members of the House adequate time 
to prepare their contributions to the Debate which usually includes comments and mews in 
respect of the Estimates and the Budget Address and may also include alternative budgetary 
proposals, or suggestions for changes 

The Budget Address usually provides a comprehensive overview of the performance and 
prospects of the economy and of public finances The main areas usually covered in the Address 
are as follows 

1 outlines some of the key objectives and priorities that Government intends to focus on in 
the upcoming fiscal year 

2 provides an overview of developments in the regional and international economies that 
are of relevance to Guyana 

3 assesses the economic performance of Guyana by reference to key economic indicators 
and the output of various sectors 

4 reports on the fiscal performance of Government in the previous year and sets out the 
proposed changes in the pattern of Government expenditure for the upcoming fiscal vear 

5 identifies important capital projects to be implemented in the upcoming year and 
proposes new fiscal or revenue raising measures for the upcoming fiscal year 

Recent Budget Addresses delivered by the Mlnister of Finance have been presented under the 
following headings - 

Introduction 
o The International Economy 
s The Regional Economy 
IP Comparative anal) sls of regional and nat~onal de\ elopment 
c Performance of the Economy over the past year 

Goals and Targets for Upcoming vear 
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Part V - IN- YEAR CONTROLS AND MONITORING 

This phase starts the second year of the budget cycle and spans the entire year The Monitoring 
phase monitors and manages the expenditures of the Agencies in accordance w ~ t h  the budgeted 
amounts and planned outcomes 

This phase involves the following underlying processes and activities 

1 Budgetary control processes 

2 Vote Book 

3 The Warrant Process 

4 Expenditure Control Practices 
Cash Releases 
Additional Funding Procedures 
T~meline for In Year Processes 

5 Financial Reporting and Basic Analysis 
In Year Quarterly Rev~ews 

6 Supplementary Budgets 

7 Roles and Responsibilities of all the principal actors in the budgeting process 
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SIMULTANEOUS MULTI-YEAR BUDGETING ACTIVITIES 
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5 I Budgetary Control Process 

A budget is a documented plan of action with related resource requirements At the level of the 
central Government, the budget serves 3 purposes (1) to determine resource requirements, (2) 
to provide a basis for authorisation of planned expenditures, and (3) to serve as a basis to 
exercise expenditure control This section explores the second and third purposes 

There are three levels of expenditure or budgetary control, each of which are directly related to 
the levels of spending authority with~n the Government 

1 Parliament through appropriations and votes 
2 Minlstry of Finance through the executive controls and cash releases system 
3 Agencies through vote book 1 ledger controls 

The ultimate authority in financial administration and budgetary control in government rests with 
Parliament through appropriations and votes The Accountant General maintains the In-Year 
expenditure controls and the Auditor General acts as "Parliament's Policeman" in ensuring that 
approved votes are not exceeded Each year, the Auditor General reports directly to Parliament 
on the Government's Public Accounts and highlights areas where funds have not been prudently 
spent 

An appropriation is defined as any authority of Parliament to pay money out of the Consolidated 
Revenue Fund Once Parliament authorises the payment of money from the Consolidated 
Revenue Fund, the authonsation becomes an Appropnatlon Act which represents the means by 
which Parliament grants expenditure authority to Agencles 

votes 

Funds are allotted by vote to each programme in accordance with the Chart of Accounts After 
the budget debate the Parliamentarians vote to pass the Appropriation Act and each Chart of 
Account for a Programme IS granted a "Voted Provision" This indicates the maximum amount 
of funds that the Programme IS allowed to spend on that Chart of Account during the fiscal year 

If a programme has a shortfall in funds, funds can be transferred between sub-prograrnmes and 
activities within the same sub-head If reallocation is not possible then the Agency must seek to 
reallocate funds from another Chart of Account within the same Programme through the 
virement process 
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I N  Y E A R  M O N I T O R I N G  - J A N U A R Y  TO D E C E M B E R  OF Y E A R  2 

U p d a t e s  to S t a f f i n g  

Data  base 

Frequency nzonthly 

$CENTRAL AGENCSIES 
~ u b h c  S e r v i c e  M g r n t  ~ P S M  approves all staffing 

Supplementary 

P r o v ~ s ~ o n s  Request 

Frequency pet iodrcall 
C a s h  Rcleascs 

Frequency monthly 
I n  Y e a r  Quarterly R e v ~ e w  

Frequency Quai terly 

changes and issues Gov t 

Ordcrs to Agencics . 
t- 

Rececves coples of the PSM 1 
level w~th  staffing Info from 

prior to subm~ss~on 

Office o f  the Budget  In conjunction w~th  the 

MOF EPMU conduct (letters w ~ t h  requests for I- 
Iquarterly revlew m (to Cabmet 

* 
Author~ses funds releases A c c o u n t a n t  G e n e 1  a l  I based on GAW SAW and I 

AGENCIES 
E P M  IJ Monitors and manages (Ensures that d l  changes to slatting I 1 Prepares Quarterly Report under the 

Jare supported by Government Orders t ]expenditures for proactwe Id lsupervlsion of ABC and with the Info ( 
andlor PSM approval letters I 

T Superv~se the d~rection ot the quarterl) Programme releases are allotted to 

the SP and Activ~t~es according to Irevieu to be presented at a Quarterly ( 

tnquires to ensure that all I 

meeting with MOF EPMU 
A 

1 their reauests 1 

S u b  P r o g  M a n a g e r  /sum of releases requests I Provide feedback and 

mformat~on for EPMU new temp and permanent 

statt are lncluded in staffing 

1 from Actlvlty managers for 1 
Ireleases requests 

Activi ty M w a g e r  D~alog~ies w~th  PSM to ensure 
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11 Employment Charges - Statutory Payments 1 Lme Items 001 002 

11 Employment Charges - Wages and Salaries 
I I Line [terns 101 to 106 

It Employment Charges - Employment Overhead Enpendirure 1 Line Items 20 1 to 204 

I/ Employment Charges - R e v ~ s ~ o n  of Wages and Salarler 
I 

Line Item I I I 

Other Charges - Goods and Serv~ces Lme lterns 301 302 303 304 305 306 
307 308 309 314 

Transfer Payments Lme Items 003 004 3 10 3 1 1 3 12 3 13 
3 14 004 205 

Public Debt - Statutory Line Items 40 1 to 404 

Public Debt - Non Statutory Lme Item 41 1 

Capltal Expendrtures 

Capital expenditures are similarly classified into the following broad categories'0 

B u ~ l d ~ n g  Repalr and Maintenance 
Roads, Bridges and Airstrips 
Sea Defences1 Justice Improvement Pro~ect 

12000s 
14000s 
15000s 

Developmental Works 
Social Impact Amel~orat~on Programme (SIMAP) 

17000s 
19000s - 

Transportation 
Equipment 

Infrastructure Development and Water Supply Improvement 
Hydropower, Geodetrc and Surveying works 

As soon as funds are commltted/owed because of a recurrent or a capital transaction the values 
should be recorded In the MDRs vote book In terms of the manual vote books, each programme 

24000s 
25000s and 26000s 

28000s 
33000s 

Inst~tutional Strengthening 
Adm~nistrat~on 

has a separate Vote Book, and each Chart of Accounts/Pro~ect code has a separate ledger page 
wthin that vote book 

44000s 
47000s 

The following infonnatlon IS recorded In the Vote Books 
Voted Provis~on 

10 Note I) In some places these categories carry different codes 
3) The cap~tal programme IS under review w ~ t h  the view of integratmg it v, ~ t h  the current programme 
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There are strict restraints on the authority granted through the Appropriation Act The stated 
appropriat~ons or voted provisions cannot be exceeded or spent for any purpose other than as 
approved by Parliament 

It IS unlawful for a GoG publlc servant to authorise an expend~ture In excess of the voted 
provlslon, or to reduce the balance available in the appropriation so that it would not be 
suffic~ent to meet the comm~tments or future obllgatlons charged agamst ~t 

5.2 The Vote Book and Related Procedures 

A vote is a proposed expenditure In the Appropnation Act and IS included in the Estimates (Mam 
or Supplementary) as a speclfic amount and for a specific purpose The Appropnation Act 
provides legislative author~ty for expenditures for the purpose and wthin the limlts spec~fied for 
each vote A vote book is maintained by each Agency to Indicate the balance of available funds 
under each programme, and to ensure that the voted provision IS not exceeded 

An automated vote book system IS bemg developed to record the votes at the activity level in the 
Agencies The automated vote book system w~l l  be implemented in two pilot Agencies 
(Ministries of Health and Education) dunng 1998 and eventually expanded to other Agencies 

The new computer based vote book system called the Automated Vote Book (AVB) is intended 
to replace the exlstlng manual vote book ledgers w~thin all the Agencies The aim of the AVB 1s 
to satisfy the financ~al control requirements prescribed by the Accountant General's Office and 
to provide managers at the sub-programme and activity level wth management informat~on 

There are several types of Votes whlch are passed by the Appropnation Blll For the purposes of 
this manual, only two types, Recurrent and Capital Expenditures w~ l l  be reviewed 

Recurrent Expendztures 

Recurrent expendltures are used for paylng recurrmg or repetitive expenditures such as salarles 
and mamtenance works The primary d~fference between a recurrent and a capital expenditure IS 

that a capital expenditure should result in some s~gnlficant resldual asset that survives beyond 
the current fiscal year There are elght categories of recurrent expendltures which are currently 
sub-dlvlded Into 54 Chart of Accounts The budgetary expenditures for most programmes are 
categor~sed by the exlsting chart of accounts for recurrent expenditures employment expenses, 
other charges and publ~c debt Statutory accounts start with 00 as defined In the framework that 
follows 
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prepared in the Office of the Budget and signed by the Secretary to the Treasury and the Minister 
of Finance 

There are seven types of warrants used by the GoG for the purposes of current and capital 
evpendi tures 

1 General Appropriation Warrants 

2 General Statutory Warrants 

3 Supplementary Appropriation and Statutory Warrants 

4 Virement Warrants 

5 Contingencies Fund Advance Warrants 

6 Interlm General Appropr~atlon and General Statutory Warrants 

7 Deposits Fund Advance Warrant 

General Appr oprratron and General Statutory Warrants are the most frequently used type of 
Warrant They provide authority for the monthly release of funds from the Consolidated Fund to 
the var~ous Agencies General Statutory Warrants authorise the release of funds from the 
Consolidated Fund for statutory expenses Although on occaslon there IS a need for more than 
one warrant because some Agencles are not prepared for releases, they are usually all prepared 
before the start of the salary pay perlod 

Supplementary Statutory Warrants provlde the authority for an Increase in statutory 
expendltures If the amounts budgeted are insuffic~ent to meet statutory expendltures, then a 
Supplementary Statutory Warrant will be prepared Unl~ke Supplementary Statutory warrants, 
Supplementary Appioprratron Warrants for non-statutory expendltures, these Warrants do not 
need Parhamentary approval as statutory expenditures are constitutionally guaranteed 

Pzrenzent Wairants are a certificate of authorisatlon for the transfer of funds from one chart of 
account to another chart of account within a programme Virement Warrants are prepared on an 
ad hoc basls as required by Agencles' requests These virements are signed by the chairman of 
the vlrement committee whlch presently is the Secretary of the Treasury 

Contrngencres Fund 4dvance Warrants are prepared by the Office of the Budget and authorlse 
Agencles to receive money from the Contmgency Fund Contingency Fund Advances are 
approved by the Minlster of Finance as required throughout the fiscal year Contingencies Fund 
Advance Warrants must be cleared in Parliament before the fiscal year ends so that Parliament 
sanctions the ad~ances  and the Fund could be replenished 

C onsolrdated 1-zind C onlrngen~j Fzlnd Wur I ~ i n f  The Contingency Fund 1s replenished 
periodicallv in Parliament Therefore this Warrant is usually issued to authorise the release of 
funds from the Consolidated Fund to ieplenish the Contingency Fund Under the FAAA the 
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Virements 

Supplementary Provisions 

Contingency Fund Advances 

Year to Date Releases 

Incurred Liabilities 

Cleared Liabilities (I e Expenditures) 

8 Year to Date Expenditures plus Outstanding Liabilities 

Agenc~es use their Vote Books to determine two important balances 

1 )  Balance on Releases is the amount of cash that Agencies have remainmg from the approbed 
cash releases to date for each Programme and Chart of Account Balance on Releases is 
calculated by subtracting the Year to Date Expenditure plus Outstanding Liablllties from the 
Year to Date Releases 

2 )  Balance on the Voted Provzslon Indicates the outstanding uncommitted funds for each Chart 
of Account within the Programme Agencies must check the Balance on the Voted Provision 
before incurring new Liabilities to ensure that the Votes are not exceeded Balance on Voted 
Provision and CFAWs which is the Revised Provis~on and Accumulated CFAWs (Voted 
Provision plus Year to Date Virements plus Year to Date Supplementary Provisions plus 
Accumulated CFAWs) mlnus the Year to Date Expenditure and Llabllitles 

At the end of each month, Agencles use their Vote Book Ledger to prepare thelr expenditure 
statements for the Office of the Budget 

Spendzng Authorztles 

Responsibility for the control and spending of publ~c money is placed on Ministers and 
Permanent Secretar~es by Parliament through the appropr~atlon acts The Minister and 
Permanent Secretary normally author~se responsible officials (Programme Managers DPS 
Finance) to exercise these responsibil~t~es on their behalf 

5.3 The Warrant Process and Types 

Warrants prov~de the legal a u t h o l ~ t ~  for the Accountant Genela1 to r~lcase funds from the 
Consohdated Fund to the Agencies based on a schedule outlintd in the Warrant Warrants are 
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The control of cash IS a central concern to the GoG as in-year spending decisions are contingent 
upon month to month revenue receipts and expenditure needs 

The Office of the Budget employs a monthly cash release process to monitor liquidity and to 
ensure that the fiscal target can be adjusted, lf necessary 

The flow of information between the Office of the Budget and the Agencies regarding the 
monthly release of funds is as follows 

1 Quarterly, Agencies prepare cash-flow requests which are reviewed by the OB on a 
quarterly basis 

2 Monthly, Agencies submit expenditure statements to the OB based on expenditures 
and liabilities incurred in the previous month The expenditure statement is derived 
from the vote books maintained at the Agencies 

3 Monthlv, the OB prepares Warrants which authorise the Accountant General to 
release money from the Consolidated Fund to the various Agencies 

In Year Controls wlthzn Spendrng Agenczes 

In Agencies, budgetary control involves managing programme expenditures in relation to the 
approved activity level work-plans developed by Agency personnel during the business plannmg 
process, the approved voted provisions for each Chart of Accounts per Programme, and the 
monthly cash releases per Programme It is the Programme Managers' responsib~lity to ensure 
that the total expenditures and commitments by the sub-programmes and activities that make up 
the Programme do not exceed either the cash releases for the month, or the total voted provision 
by chart of accounts 

If the Programme operations are complex the Programme Manager may decide to formally pro- 
rate the monthly cash releases between the varlous sub-programmes 

The Programme Manager should ensure that all of the sub-programme managers and activity 
managers are fully aware of the l~mits and current status of their voted provision by chart of 
accounts 

Activitj Managers should be the first control point to avoid over-spending At the activity level 
managers should maintam the follow~ng mformation to ensure that the internal budgetarj 
controls are working 

a detailed report of commitments up-to-date 
0 deta~ied expenditure reports provided monthly 
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upper limlt on the Contingency Fund is 2% of the prevlous year s expenditures When thls 
amount 1s depleted parliamentary approval may be given to replenish it to the hmlt 

Interrm General Approprratron and General Statutory Warrants are prepared during the Interim 
period between the end of the fiscal year and the t ~ m e  that the Estimates for the upcoming year 
are tabled and approved In Parliament 

I 
- - 

Deposzts Fund Advance Warrant are authorzsafions for payment out of the Deposits Fund 
These warrants are rssued upon approval by the Mrnrster of Finance Unlzke other Funds, 
payments )om the Deposzts Fund need to be repard wrthrn 12 months of the date ofpayment I 
5.4 Expenditure ControlPractzces 

Once the Appropriation Act has been passed by Parliament, the Office of the Budget monltors 
the capital and recurrent expenditure targets 

Funds are released to Agencies on the basis of cash flow forecasts, which are updated each 
quarter Systems controls ensure that the monthly Agency cash releases do not exceed the 
voted provisions and are consistent with then- work plans and the cash flow forecasts 

In-Year Monltorlng at the Agency Level occurs through the followmg means 

1 Agencies delegate expenditure authority to specific individuals by translating budget 
allocat~ons into spending authorit~es 

2 Agencies adjust their work plans to ensure that they fit withln the approved budget If 
necessary, Agency staff rnodlfy the work plans throughout the year based on 
subsequent budget revlslons and hquidity constramts 

3 The funding of tendered items must be flexible so that payment can be rescheduled lf 
procurement IS delayed (Contracts at tender board for recurrent works) 

4 Agency work plans are monitored through quarterly expendlture reviews Office of 
the Budget staff meet with Agencles to assess their financial performance Quarterly 
reviews conslder the followmg trends in expendlture and revenue collect~on, 
procurement schedule for tendered contracts, adequacy of physical input and output 
assumptions unit costs and mflationary assumptions (as needed) 
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5 4 3 Timeline for In- Year Releases 

- 
o F~scal year beg~ns January I 
o The Mlnlstry of Fmance Issues the current year's d~rect~ve to Lme Agenc~es on 

Expend~ture Control Pract~ces 
Inter~m Warrants are ~ssued to author~se expenditures unt~l the Appropr~at~on Act IS passed 
Implementat~on of work-plans begm Cash-flows for the year are sent mto OB 
Funds are released monthly on the bass of cashflows and work plans d~scussed durmg the 
first quarterly meetlng w~th the Office of the Budget 
EPMU (Agency) along w~th Agency Budget Comm~ttees In Agenc~es co-ordmate the In- 
Year Flrst Quarterly Rev~ew for presentation to OB 
The Mmstry of Finance monitors the Agenc~es actual performance agalnst plans and takes 
correctlve act~ons necessary to mlnlmlse dev~at~ons from plans or to cope w~th emerglng 
potent~al pressures 
Budget and F~nanclal Management Cabmet Cornm~ttee recelves quarterly revlews of all 
Agenc~es' actual performance agalnst plans 
Funds are released monthly on the bas~s of cashflows and work plans discussed dur~ng the 
second quarterly meetmg w~th the Office of the Budget 
The M~nlstry of Finance monltors the Agenc~es actual performance against plans and takes 
correctlve actlons necessary to mlnlmlse dev~at~ons from plans, or to cope w~th emerglng 
potent~al pressures 

0 Cabmet recelves quarterly reviews of all Agenc~es' actual performance agalnst plans 
0 Funds are released monthly on the basis of cashflows and work plans d~scussed durmg the 

th~rd quarterly meetlng w~th the Office of the Budget 
The M~nistry of F~nance monltors the Agenc~es' actual performance agalnst plans and 

takes correctwe actlons necessary to mlnlmlse dev~at~ons from plans, or to cope w~th  
ernergmg potent~al pressures 
Cabmet recelves quarterly revlews of ail Agenc~es actual performance against plans 
Funds are released monthly on the bas~s of cashflows and work plans d~scussed durmg the 
fourth quarterly meetmg with the Office of the Budget 

0 The Mln~stry of F~nance monltors the Agenc~es' actual performance agalnst plans and takes 
correctlve actions necessary to mlnim~se dev~at~ons from plans or to cope with emerglng 
potential pressures 
Cabmet recelves quarterly revlews of ail Agenc~es actual performance agalnst plans 
Cashflows for the follow~ng year are prepared and entered mto the system 

5.5 Reportzng and Buszc Analyszs Process 

F~nanc~al  reports summarlse the transact~ons that flow through the Agency vote books and 
represent the appllcatlon of varlous management dec~slons dur~ng the financ~al per~od A major 
object~ve of financ~al reports IS to provide useful information for evaluating how effectwe 
management has been in ach~eving the organlsation's goals 

There are three maln types of lnforrnat~on for government financ~al reporting data on cash 
receipts and d~sbursements data on budgetary plans and data on und~scharged comm~tments and 
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variance analysis between planned and actual eupend~tures, and 
any adjustments to the voted provisions 

At the Programme level, Agencies will use their vote books to determine their cash posltion 
(Balance on Releases) and overall budget position (Balance on Voted Provision) 

5 4 2 Add~t~onal Fundmg Procedures 

Occasions w ~ l l  arise requiring a programme manager to request additional funds to achieve the 
des~red results of a particular activity There are several methods in which an Agency or 
programme manager can obtain approval for the necessary finds These are as follows 

Internal Reallocatron of funds 

An Agency can reallocate funds between sub-programmes and activ~ties w ~ t h ~ n  the same 
sub-headl (Line Item) wthout the approval of Ministry of Finance This is reflected on 
the internal sub-prograrnrne and activity level cashflows kept at the Agencies 
Programme level releases should not be affected 

Vzrement of funds 

An Agency can apply to the Ministry of Flnance for permission to vire (transfer) funds 
between subheads wthin a programme If the virement is approved, a virement warrant is 
prepared and signed by the Secretary to the Treasury 

Contrngency Fund Advance Warrant (CFA W) 

If an Agency requires funds for an emergency expenditure or a critical programme (e g 
repairs to the Sea Wall or a health epidemic), they can request that funds be released from 
the Contingency Fund A Contingency Fund Advance Warrant provides the legal 
authority for the immediate release of the Funds However, the Contingency Fund must 
be replenished by converting all CFAWs into Supplementary Provis~ons 

Supplementary Provrslons 

If the Agency requlres additional funds for an amendment to ~ t s  programme, it can 
request from MOF that they be granted a Supplementary Provision A Supplementary 
Provision is a "m~ni budget" and needs to be passed by Parliament However since the 
Supplementary Provision process takes about three-four months the CFAW has been 
created as a fast-track process for emergency cases 

Page 70 



PI ogr amme Budgetrng Manual 

Prior to each revlew the Agency EPMUs should seek up to date spendmg and workplan 
informat~on from the Agency Programme Managers prror to fully brrefing the Agency 
representatives befo~e the Quarterly Review and for develop~ng corrective opt~ons rf necessary 

The EPMUs should also be responsible for follow~ng up on decis~ons taken by the Agency 
Budget Comm~ttees 

The Agency Quarterly Review will be presented by the Agency Budget Committee to the 
Central Est~mates Comm~ttee 

Minutes of the quarterly rewew meetings should be recorded - rncludmg agreements on changes 
and act~ons to be taken by the Agenc~es 

5.6 Supplementary Budgets 

During a fiscal year, some unforeseen events or emerging Issues may give rlse to addlt~onal 
costs There may also be c~rcurnstances when the government sees fit to alter its expend~ture 
plans as reflected m the tabled Est~mates The authority to cover such adjustments to the 
Estimates IS sought through Supplementary Est~mates In the GoG, Supplementary Estimates are 
managed through Parhament's approval of Supplementary Provis~ons The amount of the 
approved Supplementary Prov~s~on  approved in Parliament IS contingent upon Finance 
Mmistry's approval of Contingency Fund Advance Warrants during the year and any add~tional 
supplementary funds other Agencies may requlre 

Departments and Agenc~es can submit Supplementary Provis~on requests throughout the year 
These are normally tabled periodically in Parliament before the end of the fiscal year 

5 7 Roles and Responszbzlztzes 

5 7 1 Office of the Budget 

The Const~tut~on (title 8 Section 218 (2) et seq ) prov~des the authority for the preparatron of 
annual est~mates supplementar~ estimates and the inter~m release of funds for expend~tures to 
carry on the servlces of the Government Evecution of t h ~ s  author~ty is vested with the Min~stry 
of Fmance and the Office of the Budget has been designated as the unlt with~n the Ministry 
functionallv respons~ble for the design and implementation of the annual Estimates process 

The D~rector oi Budget IS respons~ble th~ough the Secretarv to the Treasurb to the Mimster of 
Finance 
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liab~lities In some situat~ons non-financial information such as measurement of resource 
util~sation, results evaluation and cost distributions are also useful for decis~on-makmg 

In-Year Monitor~ng Processes require that the following reports be prepared by the Agenc~es on 
a t~mely bas~s for the OB 

Quarterly cash flow statements by programme which represent the manner in which 
expenditures are expected to be spent over the course of the year must be produced for 
the quarterly review meetlng with the Office of the Budget These cash flow 
statements are used as the control measures dunng releases Sub-programme cash 
flows should be prepared by Agencies for their own internal purposes 

Monthly financial statements should be prepared for each Programme from the chart 
of accounts wthin 5 days after period end in a manner consistent w t h  instructions 
from the Accountant General's Office, certified by the Accountmg Officer, and 
provided to the OB, Accountant General and Auditor General 

In addition, the following reports should be prepared for Internal Agency use 

e Activity Manager Reports should contam summary and detailed mformatlon on the 
actlvlty's objects of expenditure in compmson to the work plan and the allocation 

Sub-programme Manager's Report summmses financlal transactions on all activities 
wlthin the sub-programrne by activity and by object of expenditure (chart of account) 

in comparison to the work plans and the allocations 

Programme Manager's Report summmses financial transactions by sub-programme 
within the Programme by object of expend~ture in companson with the work plans and 
the allocations 

D P S Flnance s Report Responsible for maintaining voted provision and allotment 
control for the Agency T h ~ s  respons~bility is normally delegated to the D P S 
Finance as the chlef accountmg officer by the Minister and the Permanent Secretary 

In- Year Quarterly Revre ws 

The Agency Budget Committee in each Agency IS responslble for the conduct of ongoing 
internal reviews and for preparmg the Agency for the Quarterly Reviews w ~ t h  the Muustry of 
Finance The Office of the Budget will provide the Agencies with financial informat~on that 
should serve as the basis for the Quarterly Reviews The Reviews should be conducted with the 
vlew of assessmg expenditures and outputs to work plans The Comm~ttee is also responslble for 
nddress~ng corrective actlons for o\ er-expenditures and deblatlons from approved work plans 
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Investment Program Department, the Private, Public and Third Sector Enterprise Support 
Department 

Polrcy Analysrs Depai tment 

sectoral and soclal policy and analysis 
external trade policy and analysls 
fiscal and monetary pollcy and analysis 
financial programming and forecastmg 
natlonal development strategy 

Development Projects and PubIrc Sector Investment Program Department 

resource mobllisation, monitoring and evaluation 
development programming and implementation 
formulation of 3-year rolling investment programme 
develop a matrix of loan and grant condltlonallties 
evaluation of projects 

Prrvate Publrc and Thzrd Sector Enterprrse Support Department 

private sector support 
publ~c enterprise support 
third sector organisations support 
research and publishing information to private sector associations 
develop a framework for the pr~vatisation of state enterprises 

5 7 3 Office of Treasurer 

The major goals of the Office of the Treasury (OT) are to guarantee and secure natlonal revenue 
maintam expenditure controls and to provide appropriate systems for revenue collection and 
accountability This is done through formulating policies and procedures to guarantee the heath 
and trustworthiness of the principle system managed by the MOF, managing publlc accounts 
central files, and government payroll, issuing regulatory guidelines to government Agencies 
prowding systems to ensure hlghest accounting standards in government Agencies, conductmg 
tender and procurement of government services/works and ensuring compliance with standards 
and procedures and reviewing and initiating legislation and other reforms to Improve 
management and good practices in revenue collection 

In the proposed restructured organ~satlon of the MOF the OT will conslst of the Accountant 
General Department the Financial POIICY Leglslat~on and Regulatory Department and the 
Procurement Department The following principle activ~tles were identified for each department 
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The purpose of the Office of Budget is to support the sound management of public finances In 
Guyana through the preparation of appropr~ate annual Estimates of revenue and expenditure for 
approval by the Natlonal Assembly and the monitoring of the revenue and expenditures and the 
related performance by the MDRs against the budget throughout the year 

The Office of the Budget prepared a report in 1997 which ident~fied OB related activities The 
followmg activ~ties were ident~fied 

Budget Management 

budget planning 
budget implementation 
budget preparation 

Expendzture Programme Monztormg 

programme budgeting implementation 
liaison with line Agency Expenditure Programme Management Units 
performance indicator development 

Debt Management 

external Debt 
Internal debt 
donor finding 

Fzscal and Monztory Polzcy 

* long term budget forecasts 
analysis and forecasting 

5 7 2 State Planncng Secretavcat (Office Of Plann~ng And Development) 

The major goals of the OPD are the formulation and implementation of the public sector 
investment programme, policy analysis and programmmg and monitoring of public sector 
enterprises This is done by providing the policy framework for medium term economic 
prospects, developing, maintaining and updatmg the three year rolling investment programme, 
providing regular economic review and analysis of the economy, providing oversight of public 
enterprises and advising the M~nister and prov~ding pollcy options for private sector 
development 

In the proposed lestructured organisat~on of the MOF the OPD will conslsts of three main 
d~v~sions  the Policy Analysis Department (PAD) the Development Projects and Pubhc Sector 
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formulate interpret and implement po l~c~es  on condition of serwce 
l~aise w~ th  unlons 

Public Service Management supports the sound management of human resources through the 
preparation of the appropriate staffing levels for the annual Est~mates and monitor~ng of the use 
of human resources by Programmes during the year 

Public Service Management reviews the MDR requests for personal emolument fimding and 
prov~des recommendations to the Priorities and Planning Cornm~ttee through the Office of the 
Budget 

Public Service Management reviews the staffing impl~cations of all new proposed initiatives in 
detail and prov~des consulting servlces to the sponsormg MDR where appropr~ate 

5 7 5 Roles of Audctor General's Department 

The Auditor General plays an important part in gathering, analysing and reporting upon 
management act~vities In the government The Auditor General's Department has two main 
roles verifying that the Public Accounts are accurate and assessing the operatlons of government 
departments 
The Audltor General has the authority under the Financial Administration and Audit Act 
(FAAA) to revlew the internal operatlons of the government departments and assess whether 
they are operatmg in an economical, efficient and effective manner The Auditor General is 
authorised by Section 223 of the Const~tution to have access to all books, records, returns, 
reports and other publ~c documents and to audlt the accounts of all government departments, 
statutory bod~es and public corporations 

The Aud~tor General works mdependently from all government departments and is not subject to 
the direction or control of any other person or authority In the performance of h ~ s /  her duties 
The Auditor General is appomted by the President on the recommendation of the Public Service 
Comm~ssion for the purpose of assisting Parl~ament/Nat~onal Assembly m the mon~tor~ng of the 
annual Est~mates 

The accounts to be audited bv the Auditor General include the followmg 
(a) central government 

(b) statutory boards and public corporations, 

(c) special funds, 

(d) trust funds 

The Auditor General submits his report on the annual Estimates1 Public Accounts to Parl~arnent 
through the Mmster of Finance The report is presented with~n 9 months after the close of the 
fiscal year and the Minister tables the report to Parliament at his earllest opportunity The 
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Accountant General Department 

public financial accounting 
debt servicing division 

0 pensions and accounting support 
data processing 

Fznancral Polrcy, Legrslatron and Regulatory Department 

financial pol~cy formulation 
preparing and disseminatmg legislation and regulations 

Procurement Department 

tendering and contractmg 
a development and assistance 

research and data base management 

5 7 4 Publzc Servzce Management 

The PSM is responsible for managing the public service of Guyana through the provision of 
professional personnel, tralning and human resource related consultancy servlces to MDRs This 
IS accomplished through four areas 

a 

0 

Trarnrng 

a 

0 

0 

training and personnel management policies and practices 
research and implement public servlce reform 

formulate pol~cles on training and development 
utillsation of scholarship to reflect policy and sectoral priorities 

planning, analysis and research 

Management Servzces 

a organlsational development consultancy services 
facilitate cultural communications and performance level changes 

Centr a1 Personnel 

personnel systems and procedures 
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The Accountant General is charged under the authority of the Minister by way of warrants to 
release hnds  to Agencies bank accounts The Accountant General's Office must ensure that 
funds are received by the MDRs on a timely basis so that progiammesl activities are able to 
spend the needed funds within the monthly reportmg period 

The functions attached to the Office of the Accountant General make him 

the principal accounting officer responsible for the operations of the Consohdated 
Fund and the Contingency Fund, 

the receiver of all revenues and other public moneys 

the government paymaster, 

the Chief Accountant responsible for the compilation of the government's accounts, 

e custodian of public moneys, securities and other financial instruments 

As the principal accounting officer, it is his duty to ensure that no withdrawals are made from the 
Consolidated Fund or from the Contingencies Fund, except on the authonty of the Mlnister of 
Finance In this capacity he may refuse any withdrawal from the Consolidated Fund or the 
Contingencies Fund that has not been authorised by warrant under the hand of the Minister 

As receiver of revenue, he must also ensure that all revenue and other public moneys paid to 
h i d  her are securely lodged in the Consolidated Fund The responsibility for collecting 
revenues and other debts owed to government, however remains with the accounting officer 
concerned 

No payment can be made out of the Consolidated Fund either directly or indirectly unless ~t is 
specifically permitted by the Accountant General In carrying out this responsibility, he has the 
nght to reject any payment whlch he considers unauthorised by the Minister, is invalid or 
improper or which is based on inaccurate or incorrect information The right of the Accountant 
General to reject a payment for any of the above reasons does not absolve an accounting officer 
from responsibility for the correctness or validity of a payment made by the Accountant General 
based on a claim, invoice or other payment instrument submitted by that accounting officer 

The accounts oi the government are maintained by the Accountant General who is also 
authorised to set the accounting standards for each accounting officer This function requires 
the Accountant General to mspect the accounts In each Department and to issue accounting 
mstructlons to all accounting officers or directly to accounts staff 

The Accountant General is the custodian of all public moneps and other financial mstruments 
lncludlng stamps securities etc No moneys must be kept outs~de h ~ s  control except where 
specific approval is given bv him for accounting officers or sub-accountants to operate separate 
bank accounts or petty cash accounts for specific purposes 
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Report usually covers 

overspending or expenditures for unauthorised purposes, 

expenditures not authorlsed or properly certified, 

public money not accounted for and not paid into the CF, 

accounts not properly maintained, 

procedures insufficient to safeguard public money, and 

uneconomical or inefficient spending I 
In carrying out his function, the Audltor General is empowered to seek explanations in respect of 
anv transaction or record from the Accountant General or any other accounting officer and to 
report on his findings, either at the tlme the annual accounts are submitted to Parliament or at any 
other time if a special report IS warranted 

I 
Where necessary, the Audltor General may appoint a private auditor to asslst the Office of the 
Auditor General or to conduct an audit on behalf of the Office of the Audltor General for 

I 
entities where the Government has a controllmg interest The cost of such audits w11 be borne 
by the entity I 
The ex~sting F~nanclal Administration and Audit Act outlines the authority and responsibilities 
attached to the Office of the Audltor General A separate National Audit Act was drafted m 
1994 and presented to Parliament This act, which is st111 under review, proposes a non- 

I 
judiclal publlc audit body with additional authority to conduct performance and value of money 
audits I 

5 7 6 Roles of Accountant General's Department 
1 

The Accountant General has a key role to play m the system of budgetary control As the 
custodian of the Consohdated Fund and the keeper of Government's central accounts, ~t is hlsl 
her respons~bility to ensure that all payments from the fund are valid and authonsed by 
appropriation and that no payment from the fund will cause an excess over the sums authorised 

1 
by appropriation or by any warrant issued by the Mlnister of Finance 

The Accountant General must also keep accurate accounts of all payments made by him from the 
fund in a form that is consistent with the detalls of the est~mates and that is reconcilable with the 
records kept by the spending departments 1 
S~milarly, the Accountant General must maintain accurate account of revenues received in a 
form similar to the details contained in the estimates and that can be reconcilable with the 
records kept by the collectmg departments 

I 

Page 78 
8 



Programme Budgetzng Manual 

Preparing Agency Estimates analysis for Budget Rev~ew Meetings 

a Conduct~ng Agency trainlng for budget operations 

a Monltormg Agency budget/ infonnat~on system (~nformat~on technology advances) 

L~aison w ~ t h  the MISU accountlng systems - integration Issues 

Supporting the Agency Quarterly Rev~ews, taking minutes at mternal meetmgs and 
ensuring that corrective act~ons are implemented 

5 7 9 Responszbzlztzes of Permanent Secretarzes and Regzonal Execufive 
Officers 

Secretary to the Treasury 

The Secretary to the Treasury (ST), hke other Permanent Secretaries, IS charged wlth 
respons~b~lity to supervise, under the general d~rect~on and control of the M~nister of Finance, the 
work of the Mmstry of F~nance At the same t~me, the ST operates m the capaclty of the 
M~nlster's delegate in the execut~on of financial policy and plannmg The ST IS authonsed 
under the FAAA to issue instructions and d~rect~ves on behalf of the Min~ster and to take steps to 
ensure that direct~ons or ~nstruct~ons gwen and regulations made by the Mmster are observed by 
the appropr~ate officials and other persons affected by such directives, ~nstruct~ons or regulations 

In the execution of hdher  funct~ons, the Secretary to the Treasury is ent~tled to access to any 
government premises, property or records and to any informat~on he may require relatmg to 
public funds or property, and may delegate this authority to any officer 

All withdrawals from the Consolidated Fund must be recommended by the Secretary to the 
Treasury prlor to the approval by the Mmstry of Finance 

Permanent SecretarzedREOs 

Permanent Secretar~es 1 Heads of Departments and Regional Executive Officers (REOs) are 
designated by the Secretary to the Treasury to be accountlng officers In respect of each head of 
revenue and expenditure contained in the annual estimates when these estimates are laid before 
Padlament Where there is more than one Department In an Agency, each headed bv a 
Permanent Secretarv the Mmster des~gnates each Permanent Secretary to be accountlng officer 
for that part of the head of revenue or expend~ture for which that Permanent Secretary is 
functionally responsible It should be noted that appo~nted principle receivers of revenue need 
not be accounts officer and vice versa 

An accounting officer is responsible for ensurmg the efficient management of public funds 
entrusted to h~mlher and for maintaming proper accounting for such funds In carrying out this 
funct~on helshe is answerable directly to the Public Accounts Comm~ttee for any discrepancy in 
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5 7 7 Management Informatzon System Unrt 

The Management Information Systems Unit (MISU) is responsible for computer-based systems 
support to the administrative office, sub-treasuries and sub-accounting offices in the Regions 
Agencies and overseas missions of the Government of Guyana MISU is a unit of the 
Accountant General's Department, housed at the Min~stry of Finance, and provides data 
management, systems engineering, technical support and documentation for the GoG MISU 
also supports the Payroll and Pension Systems and is currently developing a government 
accountlng system 

The Accounting system under development is comprised of an accounting and a budget module 
The budget module contains the sub-modules for Main Estimates preparation and the In-Year 
Budgetmg System A staffing database is also being ma~ntamed by Office of the Budget which 
will feed employment information on a monthly basis Into the relevant components of the 
Budget module 

The accountrng module will interface on a monthly basrs with the In-Year Budget Operations 
The Accounting system IS expected to facilitate all non-sub-accountrng Agencres with d~rect 
access to the system through an on-lme telephone link to the Mrnlstry of Finance It is 
antrc~pated that the computerisation of both modules wdl reduce the volume and maintenance of 
the manual compllat~on and computation of information 

5 7 8 Expendzture Plannrng and Management Unzts ( EPMU) 

Expend~ture Planning and Management Unrts will be establ~shed in each of the major Agencies 
in the GoG An Expendrture Plannrng and Management Unit (EPMU) has recently been 
establlshed wlthin the MOF, MOH, and MOE The plan IS to increase the number for the 1999 
business planning1 Estimates period The economrsts/analysts ass~gned to the EPMUs will 
enhance the fiscal and expenditure planning capacity In the GoG The EPMUs have been 
charged with a series of ongorng tasks to sustarn the busmess plannrng process and promote 
budget and financ~al management sustainability These tasks included 

Researching and assessing new in~t~atives 

Researching and assessing cost saving, redundancy and downsizmg opportunit~es 

Refining the ~nternal PB breakdown structure for Agency Allocat~ons 

e Co-ordinat~ng the annual actmtv level budget worhsheet process 

e Preparmg expenditure forecasts and re] enue forecasts for the Agency 

Preparmg Agency position papers for prior~ty setting exerclses 
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An accountable officer is defined as any officer responsible, either directly or by delegated 
authority, for the collection, recelpt, custody, Issue or payment of publ~c moneys, stores, stamps, 
securities, or negotiable instruments or of any other moneys or property entrusted to government 

An accountable officer who 1s not himself an accounting officer may be held jointly respons~ble 
wlth an accounting officer for any act leading to the ineffic~ent use, loss, wastage or failure to 
collect or secure public moneys or property 

5 7 11 Role of Actzvzty Managers 

Many aspects of financial administration are the responsibility of the activity managers to whom 
financial authonty is assigned" The basic role of these officers is to manage the financial, 
human and phys~cal resources to obtain output or benefits that are consistent with and contribute 
to the objectives of the programmes or sub-programme They are called upon to perform this 
role in a manner that maximlses benefits and minimises costs The responsibilities of such 
managers are discussed throughout the manual and are sumrnansed below 

Measurzng Inputs and Results 

Forecastzng Requzrements 

Varzance Analyszs 

Correctzve Actzon 

DeJinrng Fznanczal 
Management Infor matron 

Uszng Avazlable Fznancral 
Informatzon 

Confir nzzng Co rtr changed to 

IdentifLing w i t h  their areas of responsibility, the var~ous 
projects, processes and operations for whlch costs and output 
data can be meamngfully measured 

Forecasting human and physical resources for which finances 
are required In relation to planned accomplishments 

Ascertaining the causes of significant variances between 
planned and actual costs in relation to output 

Initiating appropriate action in response to problems ind~cated 
by variances to adjust the level of resources, or to reduce costs 
or to increase effic~ency 

Informing financial officers of requirements with respect to 
format, content, and timeliness of financial reports 

Utilising financial reports in the management of their 
operations and reviewing the reports to see that are in line w th  
known events 

Identifving the cost information required and ver~fying the 

1 I There should first be an establ~shed delegat~on of spendmg Author~ty T h ~ s  IS proposed for In 1998 for all 
Agenc~es 
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the accounts for any ~rregularity, waste or loss In the use of publ~c hnds or property and for 
fa~lure to collect revenues or other debt owlng to government 

An accounting officer may, w~th the prior approval of the Secretary to the Treasury, appoint an 
officer under his/ her control to be collector of revenue in respect of any Item of revenue for 
which he/ she IS responsible, and In so domg must clearly define In writing the full extent of 
author~ty delegated by h i d e r  and the duties assigned to the collector of revenue in that regard 
However, the accounting officer remams personally accountable for the due coIlectlon of the 
item of revenue in respect of which authority to collect was delegated 

A Permanent Secretary1 REO, In the performance of the general duties attached to that office, is 
responsible to his1 her Minlster for the supervision of the Department to which helshe is 
assigned But as accounting officer, the PSIREO is dlrectly answerable to the Publ~c Accounts 
Committee for the management of the funds in respect of the head of expenditure or part thereof 
for which helshe 1s designated accounting officer It may sometimes happen that the Permanent 
Secretary/REO as accounting officer disagrees w th  direction given by hisher Minster 
concemng the management of such funds In this event, the Permanent Secretarylaccounting 
officer must carry out the Minister's direction, but slnce the PS/REO is directly responsible to the 
Public Accounts Cornmlttee helshe must record t h s  disagreement in writing and should act only 
on the written instruct~on of the Mlnlster Cop~es of this disagreement and the Minister's 
instructions must be sent to the Secretary to the Treasury and Auditor General, and should be 
held as evidence in response to any questrons raised by the Public Accounts Committee 

5 7 1 0  Responsz bzlzties of Acco unts Officers 

Accounts Oflcer 

Each department should establish an accounting unit which should be under the overall 
supervision of the Permanent Secretary/account~ng officer Each such unit should be headed by 
an accounts officer who shall be responsible for ensunng that all payments from appropnations 
made to that department and all commitments entered into are valid, and w~thin the amounts 
voted, that all revenues recewed and payments made are correctly accounted for, that 
departmental accounts are maintained in accordance with any instructions issued by the 
Accountant General, and that financial reports as required from time to time are submitted 
regularly to the Permanent Secretarylaccounting officer 

The accounts officer IS responsible to the Permanent Secretarylaccount~ng officer of hisker 
department In the performance of hlslher general duties as accounts officer, but he IS also subject 
to any mstructions glven by the Accountant General regarding the application of Treasury 
procedures 

Accountable Officer 
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Guyana 

Date 97112101 

I CONSOLIDATED FUND 

CONTINGENCIES FUND WARRANT 

I ' 

) To The Accountant General 

I You are hereby author~sed in accordance w ~ t h  Section 25 (1) of the F ~ n a n c ~ a l  Adrn~nistratlon and A u d ~ t  Act, 

Chapter 73 01, to withdraw from the Consohdated Fund the sum of three hundred and elghty-two m~ihon one 

1 hundred and slxteen thousand seven hundred and elghty-three dollars ($382,116,783) In accordance w ~ t h  

Resolution No xxxw w h ~ c h  was passed In the Nat~onal Assembly on 1974-06-12 for the purpose of fundmg 

I the Cont~ngenc~es  Fund 

Secretary to the Treasury 
Mmstry  of Fmance 



GUYANA DFAW NO 11998 

DEPOSIT FUND ADVAIqCE WARRANT 

Or~gmal 
Duplicate 
Trlpllcate 
Quadruplicate 

MINISTER OF FINANCE 

TO THE ACCOUNTANT GENERAL 

You are hereby upon mv personal responslblllty, authottsc d to pay 
the sum of nineteen m~lllon, elght hundred and forty thouand dollars ($20,000,000) as specified In the 
Schedule below for the purpose mdlcated in accordance M tth Section 
23 (2) of the Financ~al Admin~stratlon and Audlt Act 73 0 1 

To make payment to KD Process International Limited Project Manager, 20,000,000 
untd funds are made ava~lable by the EEC Infrastructure Rehabilitation 
Advance will be repald by the 13th Programme 
Repam to Engmes for Beechcraft Kmg 
Air 200 - 8R - GFB 
................................................................... - ....................................... ........................ 

S~gnature of Officer submittmg 
\chedule of Advance Warrant DATE 



SSW No 1 11998 

Date 

SUPPLEMENTARY STATUTORY WARRANT 

TO THE ACCOUNTANT GENERAL 

You are hereby author~sed In accordance w~th Sect~on 18 of the Flnanc~al Admmstrat~on and Aud~t 
Act Chapter 73 01 to w~thdraw from the Consohdated Fund, monles to provlde for expend~ture charged 
upon the Fund by the Constltut~on and by varlous Acts of Parhament as mentloned In the Schedule 
below for the year 1998 

SCHEDULE 
AGENCY 01 -01 Office of the Pres~dent 

PROGRAMME 1 Head Office Adrnmrstrat~on 

REASON 

PARTICULARS SUBHEADISUBCODE AMOUNT G$ 
002 000 5 000 

TOTALS 5,000 

Secretary to the Treasury 

1998 04 29 



File No 15/2/47 

VIREMENT WARRANT 

DATE 17-Am-98 Warrant No 3 198 

To 
(ACCOUNTING OFFICER) 

4uthol rty IS her rbjj gi anted fot vzrement of the amount p1 ovrded on the Subhead of the Head shown In the Schedule he? ezlnde~ T elatzng to the Cut I ent Annlral 
Estmates of E~perzdrture as passed by the Natzonal Assembly for thefinancral year 1998 

Agency 05-02 - Supreme Court 

Programme 1 - Supreme Court of Judicature 

Description of Subhead 

106 001 Contracted Employees 

[b] [SUBHEAD DECREASED] 
102 000 Senior Technical 
103 000 Other Technical and Craft Skilled 

Vlrements Vlrement 
1998 Voted already now 
Provision author~sed - - - - - - -- - - - - authorised - -- 

Total Increase 1 208 

0 0 -25 8 
1 994 0 -950 

Total Decrease -1 208 

2 089 Payment of salaries to contracted 
employees 

-- -- - --- -- - pp 

You are requlred to make entrles in your Vote Account Books and to ensure that expenditure is not incurred in excess of the Revised Authorlsed Estimates in 
respect of each Subhead of each Programme as shown above 

c c Accountant Genearal 
Auditor General 
Manager D P U 

Chairman, Vlrement Committee 
M~nistry of Einance 



Agency 

Republlc of Guyana 
Estlmates (Year) 

Staff Requirements 

Staff Upcoming 
Year 

Staff I Increase/ 
Current Year (Decrease) I---- 

Estlmates Analysls - Form 1 7 
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Appendix IV 

List of Warrant Types 
Sectzon 5.3.2 



Project 
Number 

- 

- 

Revenue 
Loans 
Developmeni 

Ald 

Republic of Guyana 
Estimates (Year) 

Agency Name and Number 
Cap~tal Expenditure 

Part I1 

Approved 
Current Year 

Rev~sed 
Current Year 

Total 
Expend~turc 

to end of 
prev year 

$ 

Actual 
Prev~ous 

Year 

$ 

Project 
Balance 

$ 

Source of 
Fund~ng 

Estimates Analysls - Form 15 $\ 



Republic of Guyana 
Est~mates (Year) 

Recurrent Expenditure Growth Analysis 

Total Growth over 

Current Estmates 

Estimates Analys~s - Form 16 

J J ~  
1 

Mmstry of Fmance 
Recommendations over Agency 

Prel~mrnary AIlocatlon 
over Current Estmates 

$ 
7- 

TOTAL 



Republic of Guyana 
Agency Number and Name 
Revenue Estimates (Year) 
Recurrent Revenue Notes 

PROGRAMME NUMBER AND NAME 

letalls of Revenue 

Year 
$ 

Current 
Year 

Est~mates Analysls Form 13 r(Z 



Project No 

Republlc of Guyana 
Estlmates (Year) 

Agency Name and Number 
Cap~tal Expendlture 

Part I 

Estlmates Analys~s - Form 14 
\ til I 

Detalls of Expenditure 
L ~ s t  of Projects 

I'OTAL 

Estimated Expenditure (Upcoming Year) 
Total 

Estimates 
$ 

Development 
Aid 

$ 

Loans 

$ 

Project 
Total Cost 

$ 

Revenue 

$ 



Republic of Guyana 
Est~mates (year) 

Agency Name and Number 
ESTIMATES MONITORING 

Recurrent Revenue 

TOTAL PRELIMINARY ALLOCATION 

1 DESCRIPTION 

ADJUSTMENTS 

TOTAL ADJUSTMENTS 

ESTIMATES SUBMISSION 

SOURCE OF REVENUE 

Estimates Analvsis - Form I I 



Republic of Guyana 
Estimates (year) 

Recurrent Expenditure Change As At 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
B 
1 
1 
I 
m 
I 
I 

Est~mates Analys~s - Form 12 

\Ic 



Republic of Guyana 
Estimates (year) 

Agency Name and Number 
ESTIMATES MONITORING 

Recurrent Expend~ture 

3ase Current Est~mates adjusted 
or  one time costs and year-end 
x-ojectlons 

'nor~ties (New Initlatlves etc ) 

3rowth allocation of increases for 
ncreased costs of living 

Idjustments (Est~mates Submission) 

Programme/Actlv~ty (Llst Items) 

f otal Adjustments 

Estimates Submiss~on 

Adjustments (After Estimates 
Committee Rev~ew) 

Programme/Activ~ty (Llst Items) 

Total Adjustments 

Rev~sed Estimates 

Number 
Wages lother 

Charges t 
Total 
Expenditure 

Est~mates Analys~s Form 9 
\ "  



Republ~c of Guyana 
Estlmates (year) 

Agency Name and Number 
ESTIMATES MONITORING 

Capital Expenditure 

On-Gomg Projects 

New Projects 

TOTAL PRELIMINARY 
ALLOCATION 

ADJUSTMENTS (List Projects) 

On-gomg Projects 

New projects 

PROPOSED NEW INITIATIVES 
(List Projects) 

I 

ESTIMATES SUBMISSION 

rota1 Cost 
Revenue Loans Total 

Estlmates Analysts - Form I0 

\ I$ 1 

Upcommg 
Grants 

Year) 

- 

- 

- 



Republ~c of Guyana 
Est~mates (year) 

Agency Name and Number 
Budget Notes - Recurrent Expendlture 

'rogramme Number and Name 

Item 
No 

Detalls of 
Expendlture Upcommg 

Year 
$ 

rota1 Recurrent Expendlture 

Current 
Year 

$ 

rota1 1 Staff 

Current 
Year 

(#I 

Est~mates Analysis Form 7 



Republlc of Guyana 
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Agency Salaries Wages 

Republic of Guyana 
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RECURRENT EXPENDITURE - PART I1 
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Wages 

$ I %  
Other Charges 

$ I %  
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Subhead 314, Other consists of five sub-~tems 
001 - National and Other Events (Schools Athlet~c Champ~onsh~ps, observances of 
national celebrat~ons, awards and prizes etc ) 

0 002 - Dletary (prov~sion of meals to patients and students in some boardmg schools) 
003 - Refreshments and Meals (refreshments for meet~ngs other than meetmgs held 
by the RDC, etc ) 
004 - Old Age Pensions (~nclude penslons and publlc assistance of the Min~stry of 
Labour) 
005 - Other (this should be a very negligible amount which must be explained In the 
Notes to your estimates) 
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Appendix 111 

Analysis of Agency Submissions 
List of Forms for Estimates Analysis 

Sechon 4.2.3 
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DETAILS OF CURRENT EXPENDITURE CHART OF ACCOUNTS - 
OTHER CHARGES (Section 3 7) 

Total Other Charges is divided into fourteen sub-heads numbering from 301 through to 
3 14 Several of the subheads are further divided into sub-codes/items 

Subhead 301 Expenses Specrfic to the Agency 
a to be used by the Ministry of Local Government and the Regions only In the case of 

the Ministry of Local Government, it should be used to reflect the emoluments of 
regional and local government officers In the case of the Regions, it should be used 
to reflect expenses specific to the RDCs (example, expenses of meetings of the 
RDCs, travel of the Regional Chairman 

Subhead 302, Materzals, Equzpment and Supplres contains four items 
contains four items 001 - Drugs and Medical Supplies (first-aid kits, sutures, needles, 
etc ), 
002 Field Materials and Supplies (tents, small stoves for outdoor use, surveyor's 
tools, etc ), 
003 Office Materials and Supplies (stationary - paper, pens, staplers etc ) 
004 - Print and Non-Print Materials (books, journals, periodicals, magazines, maps, 
charts, newspapers, etc ) 

Subhead 303, Fuels and Lubricants 

Subhead 304, Rental and Mamtenance of Butldtngs, contains three sub-items 
001 - Rental of Buildings (include the actual rent to be paid), 
002 - Maintenance of Buildings (include only minor repairs and refurbishment to any 
part or all of the building, but exclude the cost of any additions and major (over $2 
million) alterations and rehabilitation to the building), 
003 - Janitorial and Cleaning Supplies (toilet paper mops, brooms disinfectant, 
smell-o-pine, etc ) 

Subhead 305, Marntenance of Infrastructure contains five sub-items 
001 - Maintenance of Roads (~nclude cost of minor repairs such as, weeding the 
shoulders, filling potholes and resurfacing parts of the road as part of annual 
maintenance activities, evclude road rehabilitation works), 
002 - Maintenance of Brldges (minor repairs to shoulders, rails, foundation and other 

parts of the bridge, where these works are not associated with road maintenance 
evclude construction of a new or major rehabilitation to an old bridge, 
003 - Maintenance of Drainage and Irrigation Worhs 
004 - Maintenance of Sea and River Defences 
005 - Maintenance of Other Infrastructure (footpaths pavements fences etc ) 
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Subhead 306 - Electr~czty Clzarges 

Subhead 307, Transport, Travel and Postage, contains five items 

001 - Local Travel and Subs~stence 
002 - Overseas Conference and Official Visits (to be used by the Accountant General 
only 
003 - Postage, telex and Cablegrams 
004 - Vehicles, Spares and Serv~ces (spares for and servicing of all types of veh~cles 
includmg off the road veh~cles, boats and canoes) 
005 - other (~ncludes the temporary hue of veh~cles, boats, etc ) 

Subhead 308, Telephone Charges Exclude any costs connected to the purchase and 
~nstallat~on of new switchboards, paglng equ~pment, rad~o equ~pment, etc 

Subhead 309, OtJzer Serv~ces Purchased contams four i tems 
001 - Secunty Services (cost of engaglng a securlty guard services company or the 
Pol~ce) 
002 - Equ~pment Maintenance (servmng typewriters, computers and other office 
equ~pment) 
003 - Cleanmg & Extermination Serv~ces (cost of engaging a company such as 
Rentok~l for extermination of verrnln etc ) 
004 - Other Serv~ces 

Subhead 31 0, Educatzon Subventzon and Tramzng, conslsts of two sub-items 
001 - Educat~on Subvent~ons and Grants (~ncludes subventions to educational 
lnstrtut~ons and grants to ind~viduals and school's sclence, arts and techmcal 
departments) 

0 002 - Tramng (includes cost of scholarsh~p tenable at local and fore~gn mstltut~ons, 
semmars, workshops, etc ) 

Sublzead 311, Rates and Taxes and Subventzons to Local Aut/zorztces, consists of two 
sub-items 

001 - Rates and Taxes (as assessed by the Local Author~ty) 
002 - Subventions to Local Author~t~es (as recommended by Mmistry of Local 
Government) 

Subhead 312, Substdzes and Corltr~butrons to Local and Internatzonal Organzsatrons 
conslsts of two sub-items 

001 - Local Organisat~ons 
002 - Internat~onal Organ~sations 

Subhead 313, Refunds of Revenue 
o is for use by such departments as the Inland Revenue Department and Customs and 

Exc~se Department and the Mln~stry of Fore~gn Affalrs 
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OM 
OT 
PB 
PMT 
Preliminary Allocat~on 

PS 
Strateg~c Outlook 

Warrants 

Office of Management 
Office of the Treasury 
Programme Budgeting 
Programme Management Team 
The base fundmg level provided to Agencies with the 
Estimates Call that provides the fundmg constraints for the 
Agency 
Permanent Secretary 
Involves ident~fling, evaluating and prior~tising national 
planning pr~orities for the next year 
Prov~de the legal authonty for the Accountant General to 
release funds from the Consohdated Fund to the Agencies 
based on a schedule outlmed in the warrant 



Programme Budgetzng Manual 

Appendix I1 

Details of Current Expenditure Chart of Accorcnts - OtJzer 
Charges 
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Glossary of Terms and Abbreviations 
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Glossary of Terms and Abbrevlahons 

GEM-P 
GoG 
IMF Economlc 

OB 
MDR 
MISU 
MLA 
MoF 
MOE 
MOH 
New Inl t~at~\  es 

ABC Agency Budget Committee comprises of senlor staff in 
each Agency that meet on matters relating to budget and 
expend~ture matters 

Agency Used synonymously wlth MDR 
Central Agencies Includes Mlnlstry of Finance Pub11c Servlce Management 

Audltor General, Accountant General 
Central Estimates Committee A techn~cal workmg committee comprismg of personnel 

from OB, SPS, and PSM who deal w ~ t h  recurrent 
expendlture and revenue Issues 

CGAS Central Government Accountmg System 
COA Chart of Accounts 
DPS Deputy Permanent Secretary 
Enterprise plannlng Refers to the corporate or macro planning that occur in 

each Agency 
EPMU Expend~ture Plannmg and Management Un~ts are plannlng 

umts bemg set up In all government Agencles to fac~l~tate 
the sustainablllty of the programme budgeting lnitlatwe 

Estimates Call An alternat~ve name for the Est~mates Circular that is 
released In June as the call for estimates 

Flscal Targets Financ~al parameters or spending llm~ts for Government 
operat~ons in advance of a detailed MDR planning 

F~scal Plan Document containing expend~ture, revenue, debt forecasts 
over a multl-year framework which becomes the driving 
force for strategrc planning 

FMC Cabmet Committee Budget and Fmanc~al Management Comm~ttee of Cabinet 
IS comprised of senior ministers whose primary role IS to 
set natronal planning objective consistent with the fiscal 
strategy 
Guyana Econom~c Management Programme 
Government of Guyana 
Economic Classifications by functions accepted by the 
International Monetary Fund on government operatlons 
Office of the Budget, M~nlstry of Flnance 
M~n~str~es/Department/Reg~ons 
Management Informat~on Systems U n ~ t  
Mlnlstry of Legal Affairs 
M~nistry of Flnance 
Minlstry of Education 
Ministry of Health 
New recuirent and capital inltiatn es and am spending 
reallocat~ons that are above prehmmary allocations 
Office of Management 
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Marzual Adrninistratzon 

This manual was drafted as a support tool for the Programme Budgeting implementation efforts 
on the bass  of the experience in preparing the 1998 Estimates, interv~ews within the Guyana 
Public Service, and research on similar public sector budgetmg processes while some of the GoG 
Programme Budgeting processes were evolving The manual w ~ l l  be released In a draft format to 
Interested stakeholders for comments at which time the document w ~ l l  be finalised and 
distributed to each of the 36 Agencies within the GoG 

The responsibility for maintaining this manual is vested m the Office of the Budget, Mln~stry of 
Finance The Expenditure Planning Management Unit (EPMU) wlthin the Office of the Budget 
will maintam the document and distribute additional copies as requ~red The Director of the 
Budget Office shall authorise changes as and when required 

The manual should be cons~dered an interim manual on programme budgetmg Further revisions 
to the manual will be required as the programme budgetmg system in Guyana evolves and 
matures and introduces different reforms Please note that some of the chapters of this document 
may be altered in subsequent editions of this manual 

This Manual is an initial effort to identify the significant PB contnbutors and their roles in the 
annual GoG PB business planning process The PB manual provides background information 
on the principles that serve as a foundation for Programme Budgetmg wlthin the Government of 
Guyana It is anticipated that changes will be made to the form and content of this manual as 
Programme Budgeting matures and as the financial environment changes 

This manual is not intended to contradict any instruction contamed in the annual Estimates 
C~rcular issued by the Ministry of Finance 

If a reader encounters an instruction in this manual that appears to hinder good programme 
management, the reader should contact the Office of the Budget, in writing, regarding the 
circumstances 

Authorzty fo~ the Pi ogramme Budget Manual 

T h ~ s  Programme Budget Manual is the authorised reference to the Government of Guyana's 
business planning processes as issued by the Ministry of Finance 

Date 19- 
Secretary of the Treasury 
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List of Appen dices 

Appendix I 
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Glossary of Terms and Abbreviations 

Details of Current Expend~ture Chart of Accounts 
- Other Charges 

List of Forms for Estimates Analysis 
(Section 4 2 3 - Analysis of Agency Submissrons) 

Llst of Warrant Types (Section 5 3 3) 
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manner Intended by ~t and that there have been no cases of misappropr~at~on or 
wasteful or excessive spend~ng 

In carrying out its work, the Committee may be assisted by the Aud~tor General, Accountant 
General and the Secretary to the Treasury The Auditor General's annual report is intended to 
bring to ~ t s  attention the details of transactions which might not be consistent with the Estimates 
the Appropriation Act or wrth any Act or regulations governing public expenditure or the 
conduct of publ~c financial business, mcluding questions of efficiency and economy Any report 
submitted to the Publ~c Accounts Committee should be 

(a) conclse and accurate, 
(b) fair and reasonable in ~ t s  conclus~ons 
(c) relevant to its work 

The Cornmttee may summon before it any officer In connection with any matter that ~t d~scovers 
In its exarninatlon of the accounts or that IS raised in the Auditor General's report 

Accounting officers are directly answerable to the Committee for any matter concerning the use 
and accounting for appropriations granted to their respective departments They must, therefore, 
be prepared to answer to any question and give satisfactory explanations for any matter raised in 
the report of the Auditor General or at meetings of the Committee 

It is important that the relationship between accounting officers and the Auditor General IS such 
that 

(a) questions relating to the conduct of financial matters are cleared without the use of 
forrnalised queries, 

(b) querles ra~sed by the Aud~t are dealt with promptly and satisfactor~ly so as to avo~d 
unnecessary comment in the Aud~tor General's report 

This would ensure that minor matters or matters for which satisfactory explanations can be given 
are not referred to the Committee 

The means by wh~ch accountability for funds appropriated by Parliament is mamtained is the 
report of the Publlc Accounts Comm~ttee to the House The findings and conclus~ons of the 
Committee may be debated at a meetmg of Parliament at wh~ch min~sters may answer to any 
charges concerning the management of their portfolios and In particular charges concerning the 
use of appropriations 

Account~ng officers must pay serlous attention to any matter raised in the report of the Aud~tor 
General and in part~cular any matter ra~sed in the report of the Publlc 4ccounts Committee On 
rece~pt of the report of the Public Accounts Committee the Secretary of the Treasury may Issue 
d~rect~ons or instructions or take any actions that helshe considers necessary ~ncluding the use of 
surcharge where negligence or financ~al lrresponsibil~ty 1s established 
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REMINDER 

Budgetary control measures such as appropriations and votes are In place to prevent an 
Agency from overspendmg In excess of thelr voted provlslon 

Expenditure control practices in Office of the Budget ensure that Agenc~es develop cash flow 
forecasts consistent with their workplans 

Agencles should ensure that therr staffing detalls are updated In the OB staffing database In 
order for there to be accurate employment data at the tlme of budget and monthly releases 

Activ~ty Managers should be the first control pomt to overspending and should maintam 
mternal budgetary controls 

It IS the responslbil~ty of the Programme managers and Sub-programme managers to ensure 
that total expenditures and cornrnltments do not exceed cash releases or total voted provision 

Internal management reports at all levels of management should be produced to monitor 
expenditures and to prov~de a sound basis for analys~s and decision-making 

In-year Expenditure Reviews need to be drafted by the Agency EPMU and presented to the 
OB EPMU at the end of every quarter 
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Actrvrty basis of cost allocation 

Delegatrng Spendrng Authorrty Identifying the extent of delegation of authority required to 
enable lower levels of management to properly fulfil the~r 
responsibilities 

Exercrs~ng Spendrng Authorrty Exercised delegated spendmg authority for entenng mto 
commitments, incurring expenditures and confirming 
satisfactory contract performance 

5 712  Roles of Deputy Permanent Secrefar~es of F~nance (D PS 
F~nance) 

In any system in which authority is delegated, those delegating authority remain accountable for 
the actions of their subord~nates Thus, they must have assurance that the system of financial 
admlnlstration discloses the actions of their subordinates so that appropriate control can be 
exercised 

In provlding fimctlonal guidance, DPS Finance Officers are expected to demonstrate a high 
degree of professional competence in advising management on the acquisition and ut~lisat~on of 
financial resources They must also possess a high degree of professional integnty to ensure that 
prudence and probity are exercised in spending public funds and that a proper accounting IS 

rendered on the utilisation of financial resources 

Deputy Permanent Secretaries of Finance should be responsible for the following areas 

1 Co-ordinating and assembling financial data for use in prepanng budgets, and 
ensuring that such data is reasonably accurate 

2 Formulating gu~delines for budget preparation This includes providing instructions 
and identifying the types, and levels of activity planned, constraints to be recogmsed, 
unit costs, costing formulae, forms and methods to be used and timetables to be 
respected 

3 Reviewing budgetary submissions to verify costs and to ensure that all instructions are 
followed 

4 Convert cost-based budgetary requirements to net cash requirements (GoG 
Contribution) for inclusion in estimates submissions 

5 Maintaming records to ensure that applopriation and allotment limits are not 
exceeded 
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6 Forecastmg cash requlrements 

7 Asslst~ng actlvlty managers In analysing and explamng budgetary variances In terms 
of price volume and efficiency 

8 Malntalning financial control over inventories and assets 

9 Claiming, accountmg, collecting and safeguarding all public money 

5 713 Role of the Publcc Accounts Commcttee 

Artlcle 165 (1) of the Constitution allows Parliament to regulate ~ t s  own procedures and m 
particular to make rules for the orderly conduct of ~ t s  own proceedings The rules made by 
Parllament are contained in ~ t s  Standlng Orders which provide Inter aha for the appointment of 
sessional select committees to carry out any part of the business of the House 

One such committee is the Publlc Accounts Committee The duty attached to the Publlc 
Accounts Cornmlttee IS to conslder how publlc monies have been spent and to 

examine the accounts showing the appropnation of the sums granted by the Parliament to 
meet the public expenditure of the State, and such other accounts as may be referred by 
the National Assembly or under any law to the Committee, together w t h  the report of the 
Audltor General on any such accounts (Standzng Order 70) 

The Public Accounts Cornrnlttee consists of not less than 6 or 10 members drawn from both 
sides of the House (1 e from government and opposltlon) and, by followng Westminster 
convention, IS usually chaired by the leader of the Opposltlon 

In PART I the role of Parllament In exerclslng control on public expend~ture and the authority 
for such control was identified After Parllament grants appropnatlons and gives authority for 
wthdrawals from the Consolidated Fund, its control lapses untll the results of the year's 
operations, presented in the form of the annual accounts, can be scrutin~sed by the Publlc 
Accounts Committee It IS through this committee that accountablhty to Parllament for the way 
In wh~ch approprlatlons are used can be exerclsed 

For the work of the Committee to be meaningful, the following principles should be followed 

1 The accounts submitted to ~t for scrutiny must be timely The Committee will be less 
likely to give attention to lnformatlon wh~ch IS h~stor~cal than to infonnatlon which is 
current and toplcal 

2 The lnformatlon submitted In the accounts must be transparent to allow the Committee 
to establish clearly that the approprlatlons granted by Parl~ament have been used In the 

Page 85 



Guyana GAW NO /I997 
Warrant Date 1997/03/27 

Consolldated Fund 
General Statutory War1 In t 

MINISTER OF FINANCE 

To The Accountant General 
You are hereby author~sed In accordance with Sect~on 1 J of the Flnanc~al 
Admmstratlon and Audlt Act, Chapter 73 01 - to wlthtlraw from the Consolldated 

Fund, monles to prov~de for expenditure charged upon I he Fund by the Const~tutlon 
and by varlous Acts of Parliament as ment~oned In the S:hedule below for the year 1997 

Schedule 

Head Amount 

05-02 Supreme Court of Jud~cature 1,186,000 00 

Total 1 18600000 

Secretary to the Treasury 
1997103127 


