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PROGRAMME AND GUIDELINES FOR THE 2012/13 ANNUAL REPORT PROCESS

PURPOSE

1. To provide Accounting Officers, Accounting Authorities and Chief Financiat Officers
(CFOs) with a programme and Guide for Votes and Entities in respect of the
2012/13 Annual Report Process, inclusive of the Annual Financial Statements (AFS).
This circular replaces all Treasury Circulars that were previously issued in terms of the
Process for the Preparation of Annual Report.

2. Itis noted that a number of activities and engogements relating to specific parts of
the Annual Report Process has already started. This circular, however, serves to
communicate key submission dates and responsibilities for completion and
submission of the Annual Report. The Annual Report programme for votes and
enfities is attached to the circular as Annexure A. Templates with the formats of the
confirmation of the accuracy and fair presentation of the Annual Report are
included in the Guide for the Preparation of the Annual Report for Departments
and Entittes, which is also attached to the circular.




DISCUSSION

Departmental Guide for the Preparation of the Annual Report

3. The Departmental Guide for the Preparation of the Annual Report for the year
ended 31 March 2013, circulated by electronic mail on 16 April 2013, provides
minimum requirements of information that must be included in the Annual Report.
The Annual Report consists of the following five parts:

« Part A: General Information
e« PartB: Performance Information
« PartC: Governance
+ Part D: Human Resource Management
s PartE: Financial Information
= Annexure A: Confirmation of Accuracy
= Annexure B: Statement of Responsibility for Performance information
» Annexure C: Accounting Officers’ Statement of Responsibility for Annual
Financial Statements
» Annexure D: Report of the Audit Committee
* Annexure E: Specimen for the Annual Report
The Annexures provide the templates for the confirmation of the accuracy
and fair presentation of the Annual Report.
The coordination of the Annual Report will be jointly managed by the
Provincial Treasury (PT) and the Department of the Premier (DotP):
* PT: Provincial Government Budget Office Parts Aand B
*» DotP: Corporate Assurance Part C
* DotP: Corporate Services Centre Part D
e PT: Provincial Government Accounting Part E
Chuﬁges to the Guide
4. In terms of Part A: General Information, the relevant Accounting Officers should

please note the requirements regarding entities (public/trading entities and
business enterprises) that fall within the responsibilities of the relevant
Department/Ministry.
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5. Additional information on Part B: Performance Information relates to the inclusion of
a Statement of Responsibility for Performance Information {Annexure B to the
Guide) as well as the inclusion for the Auditor General's Report on Predetermined
Objectives. The inclusion of the Service Delivery Improvement Plans as required by
the Public Service Regulafions is one of the new additions to Part B. Departments
will still be assisted with these plans by Jacob Boonzaaier from the Department of
the Premier. The Finance section in the Department needs to note the changes to
the Summary of departmental receipts, payments and all fransfers including entities
as reflected on pages 23 to 25 in the Guide. Information regarding Conditional
Grants and Donor funding have dlso been expanded and should be presented in
a tabular format. This information needs to agree with the financial information
provided in the Annual Financial Statements.

Performance Information per Programme has been reviewed and now also
includes a table on the performance on the Strategic Objectives. Comments on
deviations are required on all variances. Please note that strategies to address
under performance is also required as part of the revisions to this section.

6. Part C: Governance is a new section. Some information moved from the

Accounting Officer's Report and should include information on internat control and
Audit Committee Reports.

7. Corporate Assurance in the Department of the Premierwill assist all votes with this
part in specific sections 2.5.2, 2.5.3, and 2.5.7. Corporate Assurance will submit
reports in this regard to Accounting Officers on 24 May 2013.

8. It must also be noted that although section 2.5.8 is co-ordinated by Corporate
Assurance, the actual reports are done by the various audit committees. A draft
report is normally only prepared once the committee has seen the unaudited
financial statements. Henriette Robson from Corporate Assurance will make sure
that a provisional draft is prepared for inclusion in the draft annual reports.

9. The Department of the Premier has developed and discussed the template for
Part D: Human Resource Management with provincial votes. These templates have
also been circulated to votes. Further queries regarding the completion of the
templates should be directed to Mr Jannie Morkel at 021 483-3081 or e-mail
Jannie.Morkel@westerncape.gov.za.

10. More detailed guidance on completing Part E on Financial Information is dealt with
in the Departmenfal Financial Reporting Framework for the year ended
31 March 2013, This guideline has been circulated by electronic mail to votes and
entities on 12 March 2013. This departmental guide can also be accessed on the

National  Treasury (Office of the Accountant-General) website at
(http://oag.ireasury.gov.za).



Submission of the Annual Report

11. In accordance with the National Treasury Guide for the preparation of the Annual
Report, votes and provincial entities must submit the Annual Report, including the
information on predetermined objectives, fo the Auditor-General by 31 May 2013.
The submission will enable the auditors to review the contents of the Annual Report
to ensure that.its content are consistent with the Annual Financial Statements (AFS).

12. As per the guide a confirmation letter {(Annexure A of Guide} must be completed
by the Accounting Officer to accept responsibility for the accuracy and fair
' representation of the Annual Report including the performance information,
human resource information and the annual financial statements. This letter should

also confirm that the Annual Report conforms fo certain set guidelines.

13.  Your attention is further drawn to the submission of printed and electronic copies of

. the draft Annual Reports before or on the specified dates to the relevant
stakeholders which include:

- The Auditor-General of South Africa (Ms T Zondi);
e-mail: ThandekaZ@agsa.co.zg; Tel (021) 528-4125

- Provincial Treasury: Business Information and Data Management Mr PP Pienaar);
e-mail: Paul.Piencar@westerncape.gov.zg; Tel (021) 483-5618

14. Please note that the programme only focuses on the requirements of the process
and critical deadlines as prescribed, directed and guided by the relevant
legislation and guidelines and de not describe internal activities within departments
and provincial entities to meet the requirements of the process.

15. In order to improve the accuracy of information in the 2012/13 AFS, the Provincial
Treasury, Directorate Provincial Government Accounting Services requested via
. Treasury Circular 11 of 2013 that departments and entities submit their AFS on or

before Wednesday, 15 May 2013 so that Treasury could preview and provide
feedback before the final submission,

16. Provincial Treasury Provincial Government Budget Management has also made
provision to conduct a cursory fechnical check on the performance information of
the draft Annual Reports before submission on 31 May fo the AGSA. This will assist in
improving the accuracy and consistency of the performance information in the
Annual Report. Departments and entities are therefore requested to submit Parts A
and B of the draft Annual Report before or on 27 May 2013.

The validated and pre-audited Quarterly Performance Report for 2012/13 will also
be due on this date for submission to the National Treasury. The latter 2 sets of
information  -should be submitted to Jonathan  Hendricks: e-mail:

Jonathan.Hendricks@westerncape.qov.za.




Responsibilities for Compiling the Annual Report

17.

There are several parts that make up the annual report of a department. It is
envisaged (although not limited to) that the following directorates/sections within
the vote or entity will be responsible for the information in the respective sections of
the departmental annual report:

Section of Annual Report

Departmental Responsibliity

Part A: General Informafion

Communications/Strategic Management Section/Ministry/
Office of the HOD/Monitoring and Evaluation

Part B: Performance Information

Strategic Management Section/Finance section {provide cost
information}/Monitoring and Evaluation

Part C: Govemance

Internal Control Section/Office of the HOD

Part D: Human Resource Management

Human Resource Management

Part E: Financial information

Chief Financial Officer

18.

To faciiitate effective communication throughout the Annual Report process it is
required of Votes and Public Entities to provide the Provincial Treasury with the
names and contact detail of the responsible person for the information in the

respective sections by complefing Annexure B by 19 April 2013. Please submit
Annexure B to Nelia Orandi.

For Further Information or Assistance

19. Should you require further information, clarity or assistance on the content of this
circular and any issue relating to the preparation and submission of the Annual
Report please contact the relevant component using the contact details provided
below. :

) ‘Contact Information

Sectionof T .

Annual Report | Name . Designation Telephone EmalAddress
. no o

Sectionl: Nelia Ortandi or | Budget Office 021-483 6131/ | Nefia Odandi@westerncape. aov.zq
Introduction Marcio Korsten | Provincial Government | 9951 Marci aton stern v
Section 2: Annual Report
Part A: General | Nelia Criandior | Budget Office 021-483 6131 | Nefi di term \avie|
Informaticon Marcia Korsten | Provincial Government: Marci i f v
Part B: Nefia Criandi or | Budget Office 021-483 6131 | Neli i Y
Performance Marcia Korsten | Provincial Government Marcia Sheraton@westemcape.aov.za

Information

Part C: Henriette DoftP: Branch 021-483 6276 | Henri obson ter v.ZQ

Governance Robson Corporate Assurance




Contact Infformation

Section of -Narﬁe Designation

Annual Report eronate Telephone Emall Address
no ‘

Part D : Human Jannie Morkel | DolP: Corporate 021-483 2141 orkel@westemcape.gov.za
Resources Services Cenfre
Management
Part E: Financial | Athienarian Provincial Govemment | 021-483 5001 rign.R t V.2
Information Reddy Accounting

20. Your co-operation in this regard would be highly appreciated.

MRHC MALILA

HEA
DAT

: BRANCH FISCAL AND ECONOMIC SERVICES
16 April 2013
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ANNEXUREB
Vote/Entity No.: Name
Departmental Contact Person and
Section of Annual Report Responsibiiity e-mail address
. Part A: General Communications/Strategic |

Information Management Section/ |

Ministry/Office of the

HOD/Menitoring and

Evaluation
Part B: Performance Strategic Management
Information Section/Finance section

{provide cost information)/
Monitoring and Evaluation

Part C: Governance internal Control Section/
Office of the HOD

Part D: Human Rescurce Human Resource
Management Management

Part E: Financial Chief Financial Officer
Information




