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1.0 INTRODUCTION

The Chapter sets the context for the rest of the chapters. It also provides the programme objectives,
themes, scope, and objectives of the manual.

Context and Background

The Public Financial Management Reforms (PFMR) Strategy 2018-2023 notes that over the past
20 years the Government of Kenya (GoK) has invested significantly in the policies, laws, systems,
institutions, and capacity of public officials to improve public financial management (PFM).
Significant investments have been made in the recent past especially under the PFMR Strategy
2013-2018 to translate the provisions of the 2010 Constitution into reality. The milestones
achieved include the enactment of major PFM legislation for national and the county governments;
the Integrated Financial Management Information System (IFMIS) has been rolled out to all
Ministries, Depaftments and Counties; accounting standards have been established, financial
reporting has improved with timely and consolidated financial statcrnents prepared; revenue
rnobilisation has improved, and the Public-Private Partnership policy has been implemented. Fiscal
devolution has also been achieved by establishing revenue sharing arrangcnrents. a system of fiscal
transfers, and inter-governmental institutions for facilitating the process.

Despite the successes, the reforms have faced various setbacks, recently valrdated through studies
and analytical work carried out during the fonnulation of the PFMR Strategy 2018-2023

Considering this context, the PFMR Strategy 2018-2023 has been developed with the following
vision and overall objective:

Strategic Vision:

'A public jinance management system that is fficient, efJbctive ond equitablefor transparency,
accountability, and improved service delivery'.

Overall Strategic Objective:

"A publicJinance management system that promotes transparency, accountability, equity,fiscal
discipline and efliciency in the management and use of public resources for improvd service
delivery and economic development".

The PFMR Strategy 2018-2023 focuses on eight (8) result areas as fbllorvs:
. Results Area 1: Sustainable and predictable fiscal space to delivcr govcrnnrent programs;
. Results Area2: Strategic and transparent spending on public investment arld service delivery

in line with national and county policy commitments;
. Results Area 3: Reliable cash for service delivery and public invcstnrcnt;
. Results Area 4: Value for money in procurement and contract management;
. Results Area 5: Value for money, performance & accountability in staffing for service delivcry;
. Results Area 6: Education lnstitutions, health, and other service facilitics effectively manage

public resources;
. Results Area T: Disciplined financial management and accuratc rcportirrg; and
. Results Area 8: \:countabiiity'delivered through audit, oversight and lollow up.



Arising from the lessons learnt during the implementation of the PFMR Strategy 2013-2018 and
the aspirations of the PFMR Strategy 2018-2023, it became prudent to develop an Operational
Manual for the Public Financial Management Reforms Programme. The Programme Operational
Manual (POM) is instrumental in supporting the implementation of the PFMR Programme.

1.2 ProgrammeObjectives

The orrerall objectrvt' o. the PFMR Strategy 2018-2023 is fs srrpport and promote transparency,
accountability, equity c:.,:;rl discipline, and efficiency in the management and use of public

res(xrrees fo, improved servtce delivery and economic development

1.3 Themes and Implementing MDAs

Th'. implernenting MDAs engaged in the PFMR programme a.e gruuped into six (6) broad
technical themes a.igned with the strategy, and for admin:strative purposes, as follows:

o I Aggregate Fiscal Management, Public Investment, Planning and Budgeting;
o Financial Management and Procurement;
( Extern'rr -.udit an O. ght

i i Revenu,-' Mobi!:zatron ':-n , Inter-Governmental Fiscal Relations;
,i' Humar' (esource Man gernent and Payroll; and
e r S r n hening PFM C ':nation in MDAs and Counties.

Table l: National MDAs Par, rcrpation in Result Areas by Theme
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agement and ProcurementFinancial Man

Accounting Services Department

Internal Audit Department

IFMIS Department

Public Sector Accounting Standards

Board

Public Procurement Department

Public Procurement Regulatory
Authority

Kenya Institute of Supplies Management

Government Dieital Payments

External Audit and Oversight

Office of the Auditor General

Parliamentary Budget Offi ce

Public Accounts Committee

Public Investments Committee

National Parliament

Revenue Mobilization and Inter Governmental Fiscal Relations

Kenya Revenue Authority (KRA)
Inter-Governmental Fiscal Relations

Department

Commission on Revenue Allocation

Council of Governors

Human Resource Manaqement and Payroll
Ministry of Public Service, Youth &
Gender

Public Service Commission

Salaries and Remuneration Commission

Teachers Service Commrssron

Public Service Performance

Management Unit

Pensions Department

PFM Coordination ih MDAs and Counties

PFMR Secretariat

Support to Counties

IBEC Nominated Countres

Intergovernmental Relations Technical
Committee

Line Ministries, Departments and

Agencies



Table 2: County MDAs Participation in Results Areas
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Aggregate Fiscal Management, Public Investment, Planning and Budgeting

Budget Department

Macro & Fiscal Planning

Financial Management and Procurement

Accounting Services Department

Internal Audit Department

IFMIS Department

Public Procurement Department

External Audit and Oversisht
County Assembly

Office of the Governor

Revenue Mobilization and Inter Governmental Fiscal Relations

Kenya Revenue Authority (KRA)

County Revenue Boards

Human Resource Management and Payroll

Public Service Administration and Legal

Affairs
County Public Service Board

PFM Coordination in MDAs and Counties

Semi-Autonomous Government Agencies

Line Department

Service Facilities

Leeal and Institutional Frameworks

County Assembly



1.4 Scope, Objectives and Users of the POM

The POM provides overall guidance in the implementation of the PFMR Programme. The manual
incorporates policies and procedures of the existing programs including GESDeK. The POM
should be read together with all other Programme documents and manuals including the PFMR
Strategy, the GESDeK Programme Operational Manual, and PFM policies, procedures, and
guidelines.

The objective of the POM is to guide implementing MDAs and Counties on PFMR Strategy 2018-
2023 and the basic procedures of project implementation.

The POM shall achieve the following broad objectives:

. Guide the implementing MDAs and the Secretariat in accessing, utilizing and accounting for
the Programme funds;

o Serve as a reference and training resource on the Programme to the Implementing MDAs; and

o Serve as a guide for Consultants, Development Partners and other stakeholders who may wish
to understand or evaluate the Programme's operational procedures.

Specific objectives to be achieved include the following: -

o Improve implementing MDAs and counties capacity in project management;

. Improve accountability in rnanaging Development Partners' resources;

o Improve the operating environment for long term sustainability of the Programme;

o Improve the MDAs financial and programme management performance;

o Strengthen the MDAs reporting arrangements;

o Strengthen the communication arrangements for the Programme; and

o Determine the MDAs goals, objectives, and work to achieve these objectives.

Specttic users of the manual include: -

. Implementing MDAs, as per Table I and Table 2 in Section 1.3 of this manual and the PFMR
Secretariat as the Coordinating Unit;

. Consultants and service providers in areas such as management, training, and technical
assistance support;

. Development Partners supporting PFMR Programme activities;

o Intemal Auditor General and the internal auditors of the Implementing MDAs;

o Office of the Auditor General; and

o Other External Auditors as may be appointed by the Office of the Auditor General in
consultations with Development Partners.
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1.5 Structure of the Programme Operational Manual

This manual is organized into the following chapters:

o Chapter l: Introduction

o Chapter 2: Institutional and Implementation Arrangements

o Chapter 3: Planning and Budgeting

o Chapter 4: Banking, Disbursement and Receipting Arrangements

o Chapter 5: Procurement Arrangements

o Chapter 6: Payment Procedures

o Chapter 7: Assets Management

o Chapter 8: Accounting and Reporting Policies and Procedures

o Chapter 9: Auditing and Oversight Arrangements

o Chapter l0: Training and Capacity Development Guidelines

o Chapter I 1: Communication Arrangements

o Chapter l2: Compliments and Complaints Handling

o Chapter 13: Monitoring and Evaluation Arrangements; and

o Annexes

1.6 Amendments to the Operational Manual

The POM shall be reviewed and refined in consultation with relevant stakeholders. The manual
shall be reviewed by the Secretariat in consultation with the Joint Technical Committee (JTC), at

least every three years or as and when the need arises.

:
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Public Financial Management Reforms Programme Operational Manual

2.0 INSTITUTIONALANDIMPLEMENTATIONARRANGEMENTS

This section focuses on the institutional and implementation affangements for the Programme in
line with the PFMR Strategy 2018-2023. It identifies the various institutions involved in the
implementation of the Strategy and their roles.

2.1 Result Teams

Each results area involves a complementary set of PFM results focused on addressing a core PFM
challenge. Achievement of the results requires coordinated actions from more than one MDA.
Result Teams, organized around result areas, comprising of MDAs and Counties are responsible
for implementing and achieving specific results.

The main tasks of the result teams include developing a collective understanding of the challenges;
identifying the changes required to deliver success and MDAs responsible; coordinating the
collective implementation of the activities; and prepare progress reports.

Result teams include, but not limited to, a core membership of technical officers from
implementing MDAs, and a member of the Secretariat. In addition, representatives of service
delivery MDAs, technical advisors, and Development Partners may be included. Where necessary,
county representation is included and coordinated through the Council of Governors (CoG)
Secretariat. The Result teams have a lead MDA responsible for the delivery of results. Result Team
members are appointed by the Accounting Officer of the respective implementing MDAs. Result
teams may form a working sub-committee to deliver specific results.

2.1.1 Lead Ministries, Departments and Agencies

Lead Ministries, Departments and Agencies

Broadly, the achievement of specific Strategy results requires coordination by different
implementing MDAs. The MDAs will carry out the activities to ensure the delivery of PFM
results. The MDAs are responsible for a) ensuring activities important for delivering results are
reflected in departmental work plans b) resources are allocated to the activities, c) implementing
the activities and d) reporting on the achievement of activities to the result teams.

Each result area has lead implementing MDAs responsible for the delivery of the results, reporting
on the achievement, and providing supporting evidence that the results have been achieved.

Beyond the achievement of the Strategy results which are focused on a limited number of
challenges, implementing MDAs are custodians of the functioning of the entire PFM system.
Implementing MDAs have important responsibilities including:

Capacity building in their areas that includes: a) development and updating of the core
curriculum; b) dissemination and support to any changes in policies and systems; and c)
routine capacity building.
Implementing other policy, process and system strengthening activities not directly related
to the Strategy results, but important for the enhancement of the underlying PFM system.

a

a
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Preparing, implementing, and reporting on annual PFMR work plans which include: a)

activities to deliver the Strategy results; b) other PFM reform activities not directly related
to Strategy results; and c) capacity building activities.

2.7.2 Reform Authorizers

They comprise of technical leadership and senior management of the institutions comprising of
the implementing MDAs and Counties which provide the oversight of reforms and ensure that they
are being implemented as intended. If the Reform Authorisers are to play this role effectively, it is
necessary that during implementation they are involved in reviewing:

o The Key PFM results commitments under the Strategy;
o The progress in achieving the results; and
o Issues in implementation which require their attention and action.

2.1.3 MDAs, Counties and Broader Coalition

MDAs and Counties either contribute to the achievement of PFM results through implementing
PFM systems reform (e.g., implementing the e-procurement system), or are beneficiaries of PFM
results achieved by other institutions (e.g., increased domestic revenues and more reliable cash).

The Strategy results are focused on MDAs and counties that are responsible for the delivery of
public investments and services, and associated expenditures related to investment and service

delivery. Other stakeholders are also important in the achievement of some results, for example,
the Parliament, County Assemblies, the private sector, and civil society groups.

2.2 Coordination across Result Teams and implementing MDAs and Counties

The Strategy implementation will be undertaken by MDAs and Counties with reform activities
agreed and progress discussed in Result Teams comprised of MDAs. The implementing MDAs
are coordinated by the Secretariat and report through the JTC, SC, and the PFM Sector Working
Group. This structure includes stakeholders at both national and county government levels and

Development Partners with the Secretariat as the coordinating unit.

2.2.1The PFMR Joint Technical Committee (JTC)

The PFMR Joint Technical Committee provides technical guidance to strategy implementation
and facilitates cooperation and collaboration among the various implementing MDAs.

Functions: Coordination of result teams, and consolidation of quarterly Results Area PFM
Reform Matrices, consolidation and review of annual Strategy work plans, resource

allocation to achieve Strategy results before submitting for approval to the Steering

Committee and consolidation of annual Strategy reports; agreement of technical actions to
address implementation issues.

Meetings: The JTC will meet at least twice a year, aligned to the second and fourth
quarterly of the Result Teams, and the meetings will be chaired by the PFMR Secretariat
Coordinator.
Composition: Comprises of members of the result teams; Development Partners; and
members of the PFMR Secretariat. The secretariat of the JTC shall be the PFMR
Secretariat.

a

a

a

a

The JTC may form subcomr'nittees to handle specific crosscutting and coordination issues with
relevant technical staff rather than the full JTC. For example, a systems technical sub-committee
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would deal with the integration of systems and a capacity building technical sub-committee would
deal with coordinating capacity building activities.

2.2.2The PFMR Steering Committee (SC)

The PFM Steering Committee is the key authorizing and decision-making organ for the Strategy
in charge of the strategic direction and the provision of oversight and guidance on the delivery of
the results.

o Functions: Providing the authorizing environment for achieving reform implementation
and functional change; ensuring cooperation across implementing MDAs; reviewing
progress on achievement of the strategy results and agree to follow up actions using the
refonns matrix; reviewing and approving consolidated annual strategy work plans and
progress reports.

o Meetings: The Committee meets at least twice a year. The decisions made by the Steering
Committee are final and are implemented by the relevant PFM stakeholders and the PFM
Secretariat.

. Composition: The PFM Steering Committee is chaired by the PS National Treasury and
comprises of: PSs responsible for Devolution, Planning, Public Service; Heads of
implementing departments, NT; CEOs of PSC, KRA SRC, CRA, CoG, ICTA, TSC;
Auditor General; Office of CoB; the PFM Development Partners Group (PFM DPG), the
PFMR Secretariat and any other relevant MDA by invitation.

2.2.3. The PFM Sector Working Group

The PFM Sector Working Group is a forum for dialogue that meets at least once a year to discuss
PFM reforms policy issues.

Functions: Providing the engagement with the Government leadership and reform
authorizers for achieving reform results; reviewing progress on achievement of strategy
results and providing guidance and validation on follow up actions developed by the

Steering Committee; policy dialogue, broad consultation, information sharing and

coordination among key stakeholders in line with the Kenya External Resources Policy
(KERP); alignment of development partners' activities with government PFM priorities

including consideration of the Partners' strategies; promotion of mutual accountability in

management of PFM policies; promotion of consensus building on funding practices to

ensure transparency and predictability of external assistance; facilitation of resource

mobilization towards sector programmes and projects; promotion of harmonization and

simplification of external assistance implementation procedures including procurement,

accounting and financial reporting in line with KERP promotion and support of the use of
country PFM systems in implementation of donor funded projects and programmes.

Meetings: The PFM SWG meets once a year. The decisions made by the SWG are final
and are communicated through the Steering Committee to be implemented by the relevant

PFM stakeholders and the PFM Secretariat.

Composition: The PFM SWG is chaired by the CS National Treasury & Planning and

comprises of the CSs from implementing MDAS and members of the Steering Committee.

a

o

a
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2.2,4 Complementary Coordinating Foru ms

Individual institutions are responsible for ensuring the coordination of reforms across MDAs
within their organizations through senior management meetings and other relevant forums.

2.2.5 The PFMR Secretariat

The PFMR Secretariat is responsible for: -
. coordination of implementation including action planning, work planning, reporting and

M&E across result teams. It provides technical support in programme management. The
Secretariat communicates the reforms to stakeholders in line with the PFMR Communications
Strategy.

collecting M&E data for refonns and coordinating the reporting and verification of results.
The Secretariat ensures that the capacity for the MDAs and Counties is built for effective and

efficient monitoring and evaluation. In its role as Chair of the Joint Technical Committee and
Secretariat to the Steering Committee, the Secretariat cornpiles reports for authorizers on the
status of results and key steps and prepare annual progress reports on PFMR results. The

Secretariat consolidates MDAs annual work plans and,

coordinating financial management with respect to reform activities and DP support. The
Secretariat helps to ensure that Strategy timelines are adhered to.

2.2.6 Dev elopment Partners

The Development Partners are involved in the following: -

Dialogue on PFM Reform: This is led by the Chair PFM Development Partners Group
supported by DP thematic leads. The dialogue focusses on achievements of key PFM Strategy
results, formally through the PFMR Steering Committee and Joint Technical Committee and
through interactions with result teams and lead MDAs.

Financial support to Strategy implementation and capacity building: There are three
broad categories of this support. First, budget support linked to the achievement of Strategy
results is the preferred modality frorn the perspective of the Government of Kenya, as this
gives greater flexibility to achieve the results in line with the Strategy. Secondly, direct
support towards Strategy implementation channelled via the Secretariat, and support to the
implementation of MDAs work plans. This still provides flexibility and transparency in the
allocation of resources and expenditures. Thirdly, DPs may provide direct project support to
implementing MDAs and Counties. However, the details of the support are to be provided to
the Secretariat to ensure comprehensive reporting of reforms.

Complementary flexible support for reform facilitation: Using this channel, DPs aim to
support behavioural change through a problem based, collaborative and iterative approach to
refonn implementation. Support is focused on result teams and the Secretariat. The support
is expected to be flexible, responsive, and timely and in the form of parallel provision of TA.

a

a

The PFMR Secretariat and the PFM DPG Group, coordinate DP support to ensure
complementarities and alignment with the Strategy.
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3.0 PLANNING AND BUDGETING
3.1 Context

The chapter guides the various PFMR actors in their planning and budgeting activities as they
irnplement the various strategic activities.

The various principles outlined in the Constitution of Kenya 2010, the provisions of relevant
legislation such as the PFM AcI 2012, relevant PFM regulations for national government
institutions and the collnty govemments shall be broadly applied. More specifically the existing
national and county governlnents planning and budget cycle as well as the MTEF shall be
followed. Budgets shall be prepared in line with the PFMR Strategy 2018-2023 to ensure that both
Secretariat and implementing MDAs objectives are realized to the extent possible. In the event
DPs provide support through other parallel arrangements that are not aligned with the planning
and budgeting cycle, they shall be required to work with irnplementing MDAs to ensure that the
supported activities are reported in advance through the Secretariat and are well-coordinated to
avoid duplication.

3.2 Key Considerations for Budget Preparation

The Jbllowing considerations shall be made:

a) All planning and budgeting activities shall be based on the approved funding arrangemcnt fbr
the Programme;

b) Result Team shall prepare work plans and report quarterly on progress, using an agrccd
template to respective heads of MDA and the JTC;

c) MDAs work plans shall be categorized as per the PFMR work plan guide (Table 3);

d) Result teams shall rcview and identify key steps to achieve the PFMR Strategy results and
prepare annual work plans for delivering the key steps; and

e) After the Cabinet Secretary/National Treasury and Planning issucs the budget Circular by 30'r'
August, the Secretariat should allocate resources over the medium term and prepare indicative
allocations for MDAs fbr the FY. This will be conducted in consultation with MDAs.

Table 3: PFMR Work Plan Guide

a) Plan 1: Activities to achieve PFMR St Reforms Results

Diagnostic Studies und Reviews Preliminary work to guidc the design of thc rcforn-r

Policy, legal, process & guideline development Development of the policy or process refbnn in
qr"restion

lT Systems & Tools development and adaptation
.fbr results

Ncw systems or systcm components bcing dcvcloped
or restructlrring of systclns

Reform development activities Choose if it docsn't flt in cither of the abovc

Dissemination ond Truining General classroortr training and other disscnrination
actlvltles

On the job support Hands-on suppoft to uscrs

Reform implementatio n activities. Choose if it clcarly cloes not fit in either of the above
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b Plan 2: Existin

c Plan 3: Institutional Performance Im rovement and Staff C

3.3 Budget Preparation

The Programme budget preparation process shall be aligned to the National Government budget

cycle as outlined in Table 4.The budget preparation process is outlined in Figure 1 and comprises

the following steps:

o The Secretariat by the 5tl' or September of each fiscal year, through the Programme

Coordinator shall request all the Result Teams to consolidate activities into work plans based

on the ceilings provided in the Programme. The work plans shall be linked to the PFMR

Strategy.

The request shall be made in writing after the CS/NT&P issues the budget Circular by 30tr'

August (See Annex l).

Purchase of equipment, licenses etc. for existing systemsExisting IT systems software snd hardware

Help desk and other support provided to users ofthe systemSupport on existing systems

Capacity building support provided to MDAs based on needsTailored MDA Support

Capacity building support provided to MDAs based on needsTailored County Sapport
Capacity building support provided to MDAs based on needsTailored Support for Facilities

Support for the institution

Visits to reciprocal or other relevant departments to observeStudy Tours

Contracted expert(s) to strengthen practices in the department
(up to 6 rnonths)

Short Term Technical Assistance

Contracted expert(s) to strengthen practices in the department

6 us months
Long Term Technical Assistance

or other basic equipment to support the

activities
ComputersTools and Equipment

Capacity Building for staff

Activities to design training programmesDesign of capacity building lraining
ImplementationDelivery of capacity building training

Training abroadInternational specialist training courses
Training locallyKenyo based specialist training courses

Support to staff members to achieve professional

accreditation etc. required for their position
Professional Qual ijic oti o n s of staff

o
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o The Result Teams shall approvc the work plans by thc 5'h of October.

o The Secretariat shall consoliclate the work plans (sec Annex l)within 15 days 1by 20'l'
October) and submit to the JTC (as constituted in Section 2.2.1) latest by 5'r'Decetnber.

The final PFMR Work plan shall bc rcview'ed and approved by the .lTC wlthin 60 days (by
5'l' Fcbnrary).

The Secretariat shall subnrit thc approvcd u'urk prlan to tlrc ['.inancc Unit of thc National
Treasury lbr consoliclation w'ithin l0 days (by l-srl' trcbruary) alter approval by thc JTC.

The National J-reasury Buclgct clcpartnrcnt shall cnsurc that CoStS rrc'itltcgrated into thc
ttredium-tcrm ccilings fbr the PI'MR Progranrrnc in line w'ith thc respcctive budget codes.

The PFIVIR Budget lbrnrs part ol'thc Trcasrrry budgct anclshall be submitteclto thc Clabinet
for rcvicw and approval by 1,5'l' April.

. T'he CS National 1-reasrrry shall subnrit the buclgct to Parlianrcnt lry 30'l',April.

. The Parliarncnt passcs the.Appropriation anci Financc Bills by 3011'June.

. The Secretariat cort.tr.nunicatcs the outconrc o1'thc r1'rprrvccl budgct and w'Lrr'k plans to thc
Rcsult Tearns and thc irnplcmcnting N'l[),As by 5"' r\ugust.

Tablc 4: National Budget Prcparatiorr Tiurclincs

Appropriation ancl Financc Bills pussccl by Parliarncnt

a

a

a

a

30th August NT CS Issues budget circular

3Oth Scptember

1't January

NT SLrbnrrts budgct rcvicw outlook papcr to parliarrcnt

CRA submit on division of revenub

l5th February Budgct policy statcmcnt, division ol' rcvcrtuc & debt.managcntcltt papcr
submitted to parliament

28th February Budget policy and debt management paper app?oved

l5'h April Budgcl cstinrates revieu,ccl, consolidatecl, and subrnittccl to thc cabinet

30th Apnil Budget estimates reviewed, consolidated and submitted to piiliame* - -

30tl'June
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a

a

a

a

a

a

o

3.4 Budget Execution

Budget execution for the Programme shall commence after the Budget is approved and
becomes operational based on the approved work plans.

Budget implementation requires implementing MDAs to submit quarterly activities
implementation cash flow plans.

The Secretariat shall consolidate cash flow plans to determine the total cash requirements
during the quarter.

The Secretariat shall submit the consolidated cash flow for approval by the Director General,
Accounting Services & Quality Assurance (DG-AS&QA).

The JTC shall review the reliability of cash flow plans against the approved budget.

Request for funds by the Secretariat to the Development Partners shall be made through
Resource Mobilization Department (RMD).

The Secretariat shall be informed by the Resource Mobilization Department once funds have
been received from Development Partners.

The Secretariat shall make request to RMD for the funds to be transferred from the designated
account to the National Exchequer account for onward transfer to the programme operational
account.

The Secretariat shall make direct payrnents on behalf of Implernenting MDAs based upon
receipt of their payment requests.

3.5 Budget Monitoring and Control

Budgetary control involves, putting in place an adequate mechanism for ensuring that eligible
expenditures are incurred against approved budgets by preparing quarterly programme monitoring
reports, which shall include financial and programme perforrnance based on reports received from
the Result Teams and the lead implementing MDAs by the l5th day after the end of each quarter.

The quarterly reports shall provide the implementing MDAs and the Secretariat the opportunity to
monitor the implementation of the programme activities. The Financial Report shall be monitored
based on the reporting format prescribed and published by the PSASB from time to time. The
Secretariat shall ensure that the reports contain the comparison between the current quarterly
expenditure and the previous amount spent against the current and cumulative variances.

The budget reports from the implementing MDAs shall identify variances in excess of -/+10 'h for
explanation before the reports are consolidated by the Secretariat. Variance report shall be sent to
the implementing MDAs and JTC.
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1.0 BAN KING, DI SBU RSENI ENl' .\N D Il Il,C I! I P'I I N( ;

ARRANGEMENTS

The chapter outlines the banking, disbursements and receipting affangements for the Programme.

It also provides guidance on the operation of bank accounts, signatories and reconciliation. In
addition, the chapter provides highlights on how funds are receipted by the Secretariat oncc

received.

4.1 Ilank r\ccounts

'Ihe Secretariat shall rely on the tbllowing procedures in operating its bank accounts

Identify the need for various types of bank accounts, which shall be opened for the sole purpose

of irnplernenting the PFMR Strategy. The accounts may include disbursement (for receiving
progran'lme funds), operational (for making frequent payment for programme activities) and

investment (fbr ihvesting any unutilized funds) accounts. The bank accounts shall be in the

name of the Programme and the nature of the account.

Hold the designated account for the Programme at thc Central Bank of Kenya to receive funds
frorn DPs and transfer to the National Exchequer account. The Prograntme operation account
may be opened in a commercial bank with authorizatiort fiom DG-AS&QA. The operational
accourlt shall be maintained in Kenya shillings.

a

a

a Fnsure compliance with other procedures for opening, closing and operating government bank
accounts as outlined in thc Public Finance Management Act and its Regulations. The

CS/NT&P may issue instructions and guidelinos for operating such bank accounts.

4.2 Authorised Signatories to the Progrlttnttr ()pt'rrrtiort:ti \t'r'or:ri1

There shall be four (4) authorized bank account signatories. The signatories shall include thc
following:

o The Programme Coordinator (the Principal A-I-E holder)

o The officer who shall deputize the Programme Coordinator (the Alternative

A-I-E holder)

o The officer in charge of Finance

o One other officer of the Secretariat

. All bank instructions including the request for cheques replacement, payment instructions such

as cheques payments and bank transfers shall be authorized by at least three (3) of the
signatories.

o The Principal A-l-E holder shall be a signatory to all instructions. which authorize a bank to
amend bank signatories. In the absence of the Principal A-l-E holder the other bank signatories
shall obtain written approval from the DG-AS&QA for any changes in bank signatories.

The Secretariat shall keep all specimen signatures in a secure file together with other
accountabl e documents.

a
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4.3 Closure of Bank Accounts

a Instructions for bank account closure sh'all always be initiated by the Secretariat;

All bank account closurc instructions shall be reviewed and approved by at least three (3)
bank signatories which shall include tliat of the Programme Coordinator;. and

A flnal approval for bank account closure shall be sought from the DG-AS&QA of the
National Tr'casury.

a

4.4 Reconciliation of PFMR dank Accounts

o '[hc bank reconciliation statement shall be prepared monthly by the Secretariat's Finance
Officer and approved by the Financial Specialist and properly filed.

o Accounting trarrsactions shall bc posted on daily basis and cashbooks closed by the 5'l' day
of the succeecling nlonth.

o Monthly bank statcrncnts shall be obtained to facilitate reconciliations.

o Unrcconciletl dillcrenccs shall be investigated and resolved promptly by the Financial
Spccialist.

o 'fhc 
Progran.rnre ('oorilinator shall be kept informed of any significant matters arising out

of bank rcconciliations.

. Aticr closing and balancing all thc subsidiary books and the General Ledger, the Sccretariat
shall obtain pdsition on thc Gencral Ledgcr from thc IFMIS fbr reconciliation and rcport
prcparalion..

Bank Reconciliation Procedures shall include the following:

Stcp l:
o Chcck Prcvious tsank Reconciliation Statement.

r Clonl'irrn that outstanding items and effors included in the last Bank Reconciliation
Statcnicnt appear on thc bank statement for the current period.

o Any iterns still or-rtstanding tiom the previous reconciliation and carried forward to the
cuncnt Bank Reconciliation Statement should be explained and follow-up action noted.

Step 2:

o Conrpare the Cash Book (ledger) and the bank statement.

o Corlparc the ledger entries for receipts with the deposit transactions on the bank statement,
ancl the ledger entries for payments with the payment transactions on the bank statement.
Entries that appear in both the cash-at-bank ledger account and the bank statement should
be markcd ofl. The rer.naining items. where the ledger and bank statement vary, may be

dtrc to:

'/ Outstancling or late deposits that appear in the cash-at-bank ledger account and rrot

on the bank statement:

,/ Checlues not prescnted or electronic funds transfers (EFT) that appear in the cash at

bank ledger account and not on the bank statement;

'/ Iterrs appearing only on the bank staterncnt that do not appear in the cash-at-bank
lcdger accoLult, for example f-ees charges and electronic deposits; or

a
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'/ Errors made in entering items in the cash-at-bank ledger account and/or errors made
by the bank (providing the transaction banking services) on the bank statement.

Step 3:

o Prepare journals for entries in the ledger.

o Prepare journals for the transactions appearing only on the bank statement that are
confirmed as being legitimate transactions (when these items have been recorded in the
cash-at-bank ledger account they can be marked off, since they are now common to both
sets ofrecords).

Step 4:

o Prepare adjusting journals for any corrections to a ledger.

o Prepare adjusting journals for any errors identified in the cash-at-bank account (when these
errors have been adjusted in the cash-at-bank ledger account, the entries should match the
bank statement transactions and they can also be marked ffi.

Step 5:

o Advice the bank of any effors in the bank statement.

o The banks should be notified of any elrors appearing on the bank statement (these items
shall appear on the Bank Reconciliation Statement; tlte errors should be corrected by the
bank and should be recorded on the subsequent bank statement).

Step 6:

o Prepare the new Bank Reconciliation Statement.

o The remaining differences that are included on the Bank Reconciliation Statement are the items
that appear in the cash-at-bank ledger but not on the bank statement, i.e., outstanding deposits
and unpresented checks or EFTs.

o Errors made on the bank statement and any items still outstanding from the last Bank
Reconciliation Statement also need to be included on the new Bank Reconciliation Statement.

Step 7:

The final approved bank reconciliation statement shall be properly signed and submitted by the
Financial Specialist to the Programme Coordinator by the 1Oth date of the following month.



Public Financial Management Reforms Programme Operational Manual

4.5 Receipting of Programme Funds

The procedure for receiving Programme funds is shown in Table 5 which assumes multilateral
funding.

Table 5: Receipt of Funds

A granVloans register shall be maintained by the RMD and the Secretariat. A reconciliation
statement shall be prepared by comparing the grantlloan statement with the DP(s) drawdown
balances (on a category-by-category basis) and differences arising there from investigated and
promptly resolved.

Consolidate requests for replenishment

Checks that expenditure meets grant conditions

Provide financial status reports to the Technical Committee
every quarter.

Disseminate reports to Development Partners, the Technical
Committee and Budget Department in National Treasury

Follow up with DP's on outstanding drawdowns

O

a

a

a

a

I PFMR Secretariat

2. Development
Partners

PFMR Programme funds deposited into Central Bank of Kenya
in foreign currencies

a

Notify the RMD of Programme funds deposited into Central
Bank of Kenya

o
3. Central Bank of

Kenya

4. Resource
Mobilisation
Department

o

o

o

o

a

Acknowledge receipt of funds

Send DPs confirmation of funds received

Notify the Secretariat that programme funds have been received

Record transactions in Ledger

Transfer fund to the Secretariat Main Operational Account in
the bank based on the replenishment reports and or the approved
budget for the Secretariat
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5.0 PROCUREMENT ARRANGEMENTS

The Secretariat and the implementing MDAs shall ensure that procurement for Programme Goods,

Services, Works, and Consultancies are carried out in strict conformity with the Public

Procurement and Asset Disposal Act 2015 as well as related regulations and guidelines that may

be issued from time to time by the CSA{T&P.

5.1 Guiding Principles in Procurement

5.1.1

a

General Principles

Competition, Economy and Efficiency: Implementing MDAs must ensure that economy

and efficiency prevail in the proculement of goods, wolks, and services.

Eligibility to Compete: Implementing MDAs must provide eligible bidders a fair

opportunity to compete in providing goods, works and services. Exceptions to this may be:

,/ As a matter of law or official regulation; and

,/ If the potential bidder is restricted

Domestic Preference: Implementing MDAs must encourage the development of domestic

industries by engaging, as much as possible suppliers of goods produced in Kenya'

Transparency: Implementing MDAs must provide for transparency in the procurement

process.

Other Principles

Implementing MDAs shall prepare procurement plans based on approved budgets and

work plans before the commencement of each financial year. Asset disposals shall also be

planned and budgeted for accordingly.

MDAs shall ensure that at least 30o/o of the budget allocation is reserved to firms owned

by women, youth, persons with disabilities and other disadvantaged groups.

The procurement plans shall be in the prescribed format (as per the PPADA and

regulations) which includes procurement methods, detailed activities, budgets and the

target category of firms and percentage.

Implementing MDAs shall avoid splitting procurements to two or more components to

avoid the use of certain procurement procedures. In addition, implementing MDAs shall

ensure that the goods, services and works procured with the Programme funds are within
known market prices i.e. at the prevailing market prices.

Implementing MDAs shall ensure that bidders are eligible to bid for the goods, services

and works. MDAs shall ensure that the bidders are tax compliant, not debarred from
participating in procurement proceedings, have the legal capacity to enter into a contract,

not convicted of fraudulent or comrpt practices etc.

a

5.1.2

a

a

a

a

a Implementing MDAs shall maintain and update lists of registered suppliers, contractors

and consultants.
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a

a

Implementing MDAs shall prepare detailed terms of reference and or technical
specifications of goods, services and works to be procured. These terms of reference and
or technical specifications shall be reviewed and approved by the respective accounting
officers before procurement.

All tenders, proposals or quotations shall include a declaration by the bidder that they
shall not engage in any comrpt or fraudulent practices and a declaration that they have
not been debarred from participating in procurement.

Implementing MDAs shall keep all procurement records for at least six years after the
resulting contract has been completed or procurement proceedings terminated as
appropriate.

All approvals relating to any procedures in procurement shall be in writing and properly
dated, documented, and filed.

Basic Procurement Rules

Implementing MDAs shall use standard procurement documents and form in the format
provided by the Public Procurement Regulatory Authority (PpRA).

Submission of all tender documents to the implementing MDAs whether electronic or
manual, shall be in writing, signed and in the case of manual submission sealed in an
envelope.

All tender documents shall contain the following at a minimum:,/ Contract Agreement Form;
,/ Tender Form;
,/ Price schedule or bills of quantities submitted by the tenderer;
'/ Schedule of Requirements;
'/ Technical Specifications;
./ General Conditions of Contract;
'/ Special Conditions of Contract; and
'/ Notification of Award.

The Accounting officer for each Implementing MDA shall appoint a tender opening
committee specifically for the procurement which shall comprise at least three (3)
members who shall not be involved in processing or evaluation of the tenders.

All implementing MDAs shall appoint ad hoc tender evaluation committees for each
procurement. The committee shall be constituted and operated as per section 46 of the
PPADA. The evaluation committee shall comprise of three (3) to five (5) members and
shall deal with technical and financial aspects of the procurement as well as negotiation.

An evaluation committee shall produce an evaluation report which shall contain details
of the comparative score for each bidder per evaluator and summarized score sheet.

The evaluation report shall be signed by each member of the evaluation committee and
shall be used as the basis of writing the professional opinion by a qualified procurement
'fficer (Head of Supply Chain Management) of the implementing MDA. The report and

a

5.2

o

a

a

o

a

a



Public Finuncial Management Reforms Programme Operational Manual

a

the professional opinion shall be reviewed and approved by the accounting officer of the

implementing MDA.

The accounting officer of the implementing MDA shall award the tender based on the

professional opinion and the evaluation report.

The accounting officer of the implementing MDA shall establish an ad-hoc inspection and

acceptance committee.

The inspection and acceptance committee shall be composed of a chairman and at least two

other members appointed by the accounting officer or the head of the implementing MDA
on the recommendation of the procuring unit.

The inspection and acceptance committee shall immediately after the delivery of the goods,

works or services:

O

o

,/ Inspect and where necessary, test the goods received;
t Inspect and review the goods, works or services in order to ensure compliance with the

terms and specifications of the contract; and
,/ Accept or reject, on behalf of the implementing MDA, the delivered goods, works or

services.

5.3 ProcurementMethods

Procurement of Goods, Services and Works under the Programme
Open tendering shall be the preferred method for procurement of goods, works and services under

the Programme.

Other procurement methods may include:
o Two-Stage Tendering;
o Design Competition;
o RestrictedTendering;
o Direct Procurement;
. Request for Quotations;
o Electronic Reverse Auction;
o Low-ValueProcurement;
o Force Account;
o CompetitiveNegotiations;
. Request for Proposals; and
o FrameworkAgreements.

5.3.1 Open Tender

The accounting officer of Implementing MDAs shall take such steps as are reasonable to

bring the invitation to tender to the attention of those who may wish to submit tenders.

If the estimated value of the goods, works or services being procured is equal to, or more

than the prescribed threshold the implementing MDA shall advertise in the dedicated

a

a
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Government tenders' portals or in its website, or a notice in at least two daily newspapers
of nationwide circulation, below which Kenya's dedicated tenders portal or any other
electronic advertisements as prescribed; and posting advertisements at any conspicuous
place reserved for this purpose in the premises of the implementing MDA shall be used.

The time allowed for the preparation of tenders shall be a minimum of fourteen days.

Upon advertisement, the implementing MDA shall immediately provide copies of the
tender documents and in accordance with the invitation to tender and the accounting officer
shall upload the tender document on the website.

5.3.2 Two - Stage Tendering

An implementing MDA may engage in procurement by means of two-stage tendering when
due to complexity and inadequate knowledge on its part or advancements in technology, it
is not feasible for the procuring entity to formulate detailed specifications for the goods or
works or non-consultancy services in order to obtain the most satisfactory solution to its
procurement needs.

The first stage of tendering document shall call upon tenderers to submit, in the first stage
of the two-stage tendering proceedings, initial tenders containing their proposals without a
tender price.

ln the second stage, the implementing MDA shall invite tenderers whose tenders were
retained to submit final tenders with prices with respect to a single set of specifications and
in formulating those specifications, the procuring entity may modify any aspect, originally
outlined in the tendering document.

o The final tenders shall be evaluated and compared to ascertain the successful tenderer

5.3.3 RestrictedTendering

An implementing MDA may use restricted tendering if the following conditions are satisfied:

Competition for contract, because of the complex or specialized nature of the goods, works
or services is restricted to prequalified tenderers.

The time and cost required to examine and evaluate a large number of tenders would be
disproportionate to the value of the goods, works or services to be procured.

If there is evidence to the effect that there are only a few known suppliers of the whole
market of the goods, works or services; and

An advertisement is placed, where applicable, on the procuring entity website regarding
the intention to procure through limited tender.

a

O

o

a

a

a

O

o

a
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5.3.4 Direct Procurement

An implementing MDA may use direct procurement as long as the purpose is not to avoid

competition if the following conditions are satisfied:

o The goods, works or services are available only from a particular supplier or contractor, or

a particular supplier or contractor has exclusive rights in respect of the goods, works or

services, and no reasonable alternative or substitute exists.

O Due to war, invasion, disorder, natural disaster or there is an urgent need for the goods,

works or services, and engaging in tendering proceedings or any other method of
procurement would, therefore, be impractical, provided that the circumstances giving rise

to the urgency were neither foreseeable by the procuring entity nor the result of dilatory
conduct on its part.

Owing to a catastrophic event, there is an urgent need for the goods, works or services,

making it impractical to use other methods of procurement because of the time involved in

using those methods.

The implementing MDA, having procured goods, equipment, technology or services from
a supplier or contractor, determines that additional supplies shall be procured from that

supplier or contractor for reasons of standardization or because of the need for
compatibility with existing goods, equipment, technology or services, taking into account

the effectiveness of the original procurement in meeting the needs of the procuring entity,

the limited size of the proposed procurement in relation to the original procurement, the

reasonableness of the price and the unsuitability of alternatives to the goods or services in
question.

For the acquiring of goods, works or services provided by a public entity provided that the

acquisition price is fair and reasonable and compares well with known prices of goods,

works or services in the circumstances.

5.3.5 Request for Quotation

An implementing MDA may use quotation method if:

o The estimated value of the goods works, or non-consultancy services being procured is less

than or equal to KES.3, 000,000 for goods and services and KES.5, 000,000 for works.

The procurement is for goods, works or non-consultancy services that are readily available

in the market.

o The procurement is for goods, works or services for which there is an established market.

o The Implementing MDAs shall give such requests for quotations to registered suppliers

only.

A successful quotation shall only be for the supplier with the lowest quotation that meets

the requirements set out in the request for quotation.

o

a

a
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5.4 FrameworkAgreement

o An implementing MDA may enter into a framework agreement if:

/ The required quantity of goods, works or non-consultancy services cannot be
determined at the time of entering into the agreement; and

/A minimum of seven alternative vendors are included for each category

r The maximum term for the framework agreement shall be three years and, for agreements
exceeding one year, value for money assessment undertaken annually to determine whether
the terms designated in the framework agreement remain competitive.

o The implementing MDA may procure through call-offs order (an order made using a
framework agreement with one or more contractors, suppliers or consultants for a defined
quantity of works, goods, consultancy covering terms and conditions including the price
that users require to meet the immediate requirements) when necessary or invite a mini-
competition among the persons who have entered into the framework agreement.

o The procurement management unit shall prepare and submit copies of quarterly reports
detailing an analysis of items procured through framework agreements including an
analysis of the pattem of usage, procurement costs in relation to prevailing market rates
and any recommendations. These reports shall be submitted to the accounting officer with
copies to the internal audit function and the Secretariat.

5.5 Procurement of Consultancy Services under the PFMR Programme

o Requests for proposal methods shall be used if:

'/ When the procurement is of services or a combination of goods and services, and

'/ When the services to be procured are of advisory or otherwise predominantly
intellectual in nature.

o Requests for proposals shall be based on terms of reference which shall stipulate the
expected milestones or performance benchmarks to be realized throughout the consultancy
period and related timelines.

o Request for proposals may be through an advertisement for an expression of interest or
invitation for expression of interest using the pre-qualified suppliers register.

o To the extent possible, Irnplementing MDAs shall request for expression of interest only
from the shortlisted/pre-quali fi ed fi rms.

o To the extent possible, implementing MDAs can work with relevant institutions to accredit
consulting and training finns in certain areas. This may include for instance the Ministry
of Devolution and ASAL working with Kenya School of Government (KSG) to accredit
consulting and training finns under the Programme.
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a

In such circumstances (as above), the implementing MDAs shall develop accreditation

criteria that shall be used to pre-qualify the firms. Expressions of Interest shall only be

requested from accredited firms.

The notice for expression of interest shall contain:

r' The name and address of the implementing MDA.

{ A brief description of the consultancy services being procured and if applicable, the

goods being procured.

/ Eligibility and the qualifications necessary to be invited to submit a proposal.

/ An explanation of where and when expressions of interests shall be submitted.

Implementing MDAs shall advertise the notice inviting expressions of interest in the

dedicated government's advertising tenders' portal and in its own website, or in at least

one daily newspaper of nation/county-wide circulation as appropriate.

o

a

oThe evaluation and comparison shall be done using the procedures and criteria set out in the

expression of interest documents and shall, in the case of expression of interest for
professional services, have regard to the provisions of this Act and statutory instruments

issued by the relevant professional associations regarding the regulation of fees

chargeable for services rendered.

oSubject to total proposals received, a minimum of six proposals shall be shortlisted, but

where less than six proposals have been received, a minimum of three proposals shall

be shortlisted.

o The implementing MDA shall issue every person shortlisted who is qualified to be

invited to submit a request for proposals and a copy of the terms of reference.

A request for proposal to the shortlisted candidates shall contain the following:

./ The name and address of the accounting officer of the procuring entity.

The general and specific conditions to which the contract shall be subject.

./ Instructions for the preparation and submission of proposals that may require that a

proposal include a technical proposal and a financial proposal as prescribed.

,/ An explanation of where and when proposals shall be submitted.

,/ The procedures and criteria to be used to evaluate and compare the proposals

including:

. The procedures and criteria for evaluating the technical proposals which shall

include a determination of whether the proposal is responsive;

. The procedures and criteria for evaluating the financial proposals; and

. Any other additional method of evaluation, which may include interviews or
presentations, and the procedures and criteria for that additional method.
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o

Quality and Cost Based Selection (QCBS) method shall be the preferred method to be
used to evaluate proposals and shall state the selection procedure in the Request for
Proposals.

Quality and Cost Based Selection" method is a method that uses a competitive process
that considers the quality of the proposal and the cost of the services in the selection of
the successful firm.

The request for proposal shall request submission of both technical and financial
proposals at the same time, but in separate envelopes

o The following alternative selection methods may be used in evaluating the proposals and
they shall be expressly stated in the request for proposals:

'/ Quality Based Selection (QBS), which focuses on quality and selects the highest
quality proposal. This method is appropriate for: -

t{ighly specializcd assignments which are difficult to determine the precise
terms of reference;

Assignments with high downstrcarn impact;

Assignnrents which can be carried out in substantially many different ways;
and

a Assignments and professional services which are regulated by Acts of
Parliament.

/ Least Cost Selection (LCS), which selects the lowest priced proposal, which meets
the entity's technical requirements. This method is appropriate for selecting
consultants for assignnrents of a standard or routine nature where well-established
practiccs and standard cxists.

/ Consultants Qualilications Selection (CQS);

r' Individual Consultants Selection (ICS);

/ Fixed Budget Selectiorr, which indicates the available budget and requests
consultants to provide their best technical and financial proposals in separate
envelopes with a budget. This method is appropriate for simple assignments where
the budget can be easily dctermined.

/ Single Source Selection which is appropriate if it presents a clear advantage over
competition and in the following cases:

Where it can be evidenced that goods, works or services are available only from
a particular supplier, or a particular supplier has exclusive rights in respect of the
consultancy services, and no reasonable altemative or substitute exists.

a

a

a

a

a For tasks that represent a natural oontinuation of previous work carried out by the
firm.
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In exceptional cases, such as, but not limited to, in response to natural disasters

and for a declared national emergency.

The accounting officer of the implementing MDA shall issue a written
justification for single-source selection in the context of the overall interest of the

procuring entity.

Single source selection shall require placement of an advertisement of the

intention to single source and invitation to anyone who wishes to bid and, in the

event, there is a response then all interested suppliers shall be invited to submit
proposals.

Where the above alternative methods are selected a report shall be prepared and submitted
to the Public Procurement Regulatory Authority for approval.

5.6 ProcurementContracts

The procurement/supply chain management functions for the implementing MDAs shall
be responsible for the preparation of contracts in line with award decisions.

The written contract shall be entered into within the period specified in the notification but
not before fourteen days have elapsed following the giving of that notification provided

that a contract shall be signed within the tender validity period.

A contract between an implementing MDA and a supplier shall only be formed if signed

by both parties.

Implementing MDAs shall report all contracts under the Programme to the PPRA as per

the directions & guidelines governing the reporting requirements as appropriate and to the

Secretariat.

Any amendments or contract variations shall be as per the Procurement Act and relevant
regulations.

5.7 ProcurementRecords

Procurement records shall be kept in secured rooms or fireproof locked cabinets when not

a

a

o

o

a

a

a

a

ln use

No procurement records shall be removed from the room or safe storage facility where they
are normally kept, except for audit or legal purposes. In such cases, an official receipt shall
be obtained.

Procurement records may, however, be retained by authorized accounts staff, but a register
shall be maintained to monitor the movement of such records.

a
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5.8 ProcurementlProcess Grievances

Complaints on the procurement process shall be made to the Public Procurement Administrative
Review Board (PPARB). The Public Procurement and Asset Disposal Act 2015 provides for
administrative revienvs of procurement proceedings whereby any aggrieved participant in a
proctfement proceeding claiming to have suffered or risks suffering loss or damage may submit a
request for review to the Review Board through its secretariat within the time stipulated in the Act.
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6.0 PAYMENT PROCEDURES

The chapter outlines the following payment procedures under the Programme'

o payments for goods and services by both the implementing MDAs and the Secretariat shall

conform to tf,e requirements of the Public Financial Management Act 2012 and its

Regulations, and the Public Procurement and Assets Disposal Act 2015 and its

Regulations.

o payment requests from Implementing MDAs shall be reviewed and cleared by the

following units:

/ M&E section to confinn if activities are in line with the approved work plan;

/ procurement/supply chain management section to confirm conformity with approved

procurement plans, applicable procurement laws and regulations; and

/ Finance section to confirm alignment with the approved budget and for the initiation of

Payment.

o Alt payments approved shall be charged to the related expenditure.

o payment requests from Implementing MDAs shall receive clearance from the above units

before they are authorized by the Programme coordinator.

o All expenditure shall be described properly an<l portray the nature of the component against

which it is to be charged.

o payments are supported fully by Payment Vouchers (PVs). A-I-E holders of the

Implementing MDAs shall authorize suppliers'/contractors' invoices.

o The A-l-E holders of the MDAs are accountable for ensuring that goods, works and/or

services, have been appropriately procured and delivered by contractors/suppliers.

The Implernenting MDA shall ensure that:

o Contracts for goods, works, and services have been duly approved by the Accounting

Officer;
o purchase Orders (POs) have been generated and issued to suppliers of goods, works or

servlces,

Details of contracts have been entered onto the

and

project's/program's accounting system;

6.1

a

a

a

Amounts totalling the quotations and contracts have been committed.

Payments Relating to Goods

payments for goods shall be made upon confirmation of Goods Received Notes (GRN)

wiih copies oflhe LPO, inspection and acceptance report and copies of the contract; and

The supplier's invoice shall be compared to the LPO and the GRN/DN to verify that: the

.o.r..tn.r, of the amount; and goods received match with the description on the
a
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documents.

6.2 Payments Relating to Services

a A services contract indicates the progress of the activity being undertaken. This is normally
linked to the delivery of specific outputs such as reports, training and installation of systems
etc.; and

For all projects funded with the Programme funds, the A-l-E holder (lmplementing MDAs)
submits the authorized invoices and copies of the contract and reports on the deliverables
to the Secretariat to process payment.

6.3 Payment Process

The Secretariat prepares a Payment Voucher (PV) against the actual expenditure. The Secretariat
finance team shall examine payrnent documents and countersign against thern. Depending on the
value of the invoice, the Secretariat shall consider the following steps:

o Prepares a cheque in favour of the supplier/contractor. The cheque is drawn on the bank
where the operational account is maintained and given to the supplier/contractor. The
supplier/contractor shall sign in a register as evidence of receipt of payment.

Instruct the bank (where the operational account is held) to nrake a telegraphic transf-er
(based on a signed cheque) directly into the supplier's/contractor's bank account.

Prepares a petty-cash voucher for low-value purchases (as defined in the PPAD Act 2015)
and makes payments for office operations in cash. Official receipts must be obtained for
all payments made in cash.

a

o

a
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Table 6: Payment Procedures of PFMR Programme Funds

o Submission of invoices by the Implementing MDA
. Supporting documents including goods/services received notes

and contracts

o Payment approval by the Secretariat

. Payments to be processed within five (5) working days

Payments

Imprest against
expenditure

o No imprest shall be processed unless previous advances have

been accounted for.

. Imprest payments for travel to be made within two (2) to four (4)
days before travel

o A "payment voucher" to be completed and approved by the

lmplementing MDA before payrnent processing though the

Secretariat

o An "imprest warrant form" to be completed and surrendered at

the earlier of project completion or 7 days of return from travel,

showing a reconciliation of the expenditure against the advance.

o Support documents for all the expenses to be attached to the

payment voucher.

. All unsupported expenses to be recovered from the employee 30

days of return from travel if the payment report form is not
supported or submitted without documentation.

Personal
reimbursement

o All reimbursements are done using the payment claim form.

. All support documents are to be attached to "payment vouchers"
before processing through the Secretariat

Travel
related
payments

Advances for Goods and
Services

r No advances are made to suppliers except for unique contracts
which shall be pre-approved by the Programme Coordinator.

. Implementing MDAs to attach a copy of the contract to the

Secretariat.

. A bill or a Pro-forma invoice is to be attached to the contract
before processing by the Secretariat
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a

7.0 ASSET MANAGEMENT

The chapter provides guidance on the management of assets bought by the Implementing
MDAs under the Programme. It also provides guidance on how the assets are maintained,
recorded, verified and disposed of by various Implementing MDAs.

7.1 Definitions

For the purposes of this manual, assets shall include movable and immovable property,
tangible and intangible including stores-equipment, land, buildings, animals, inventory,
stock, and natural resources like wildlife, intellectual rights vested in the state or property.

The Programme Assets shall be managed as per sections 139-143 of Public Financial
Management (National Government) Regulations 2015 and sections 7 and 33 of the Public
Procurement and Asset Disposal Act 2015, its regulations and any relevant guidelines
issued by the NT&P.

The following guidelines shallbe used by the Secretariat in the management of the assets:

/ Use the register as the Act Stipulate;

/ Capture returns on the Asset management e.g. Vehicles;

r' Asset classification be linked to the Act; and

r' Movement of assets, Asset defects

o Fixed Assets shall be defined as tangible assets that have been procured or constructed and
held for use over a period exceeding one accounting year and the value of which is not
below what the accounting policy stipulates.

Implementing MDAs shall maintain a list (memorandum) of all its assets, which identify
assets purchased with Programme funds and submit the updated listing to the Secretariat
on a regular basis together with the periodic reports.

The Secretariat shall maintain and consolidate a list of assets purchased with Programme
Funds for all the Implementing MDAs.

o

a

The memorandum shall contain the following minimum details.

'/ Type of fixed assets;
,/ Cost and date of purchase / disposal;
,/ Location and description of the asset;
,/ Serial/identification/registration number;
,/ Movable assets shall contain an imprint of the Code number (project name,
,/ etc.),
,/ User be included; and
./ Consider ICT equipment as per the ICT authority requirements
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o

a

7.2 Verification of Assets

The Secretariat shall verify assets purchased with programme funds for the Implementing
MDAs during the field monitoring surveys.

The result of the physical verification exercise shall be reconciled with the balances in the
asset listing kept by the Secretariat, and the Financial Specialist shall investigate
differences if any.

The results of the asset verification exercise will be included in the annual Programme
progress report.

Table 7: Asset Maintenance Guidelines

7.3 Disposal of Assets and Stock

Disposal of assets shall be done as per Part XIV -Disposal of Assets of the Public Procurement
and Asset Disposal Act 2015 and the relevant regulations and guidelines, to be issued by the
CS, NT&P on the same. Disposal of assets at the Secretariat shall be carried out through the
National Treasury.

The disposal of asset commences with the users of the assets informing the respective
departments on the asset status. Assets found to have reached their useful lifespan or are not
able to continue supporting the respective department's/officers shall be collected to be

forwarded to the National Treasury (Director of Administration) for disposal (information not
the asset). The officers shall seek new assets to replace the old assets.

a

1

Procurement/Supply
Chain Management
Officer

. Scrutinize payment vouchers

o Extract details relating to purchase or acquisition of assets.

o Allocate costs relating to each asset using a worksheet.

' Obtain distribution or location list of assets from stores records.

o Review total cost of assets and forward to project assistant
accountant flor processing.

2.
Head of
Procurement/Supply
chain management
section at the
Secretariat

Review asset cost allocation schedule and update the fixed asset

register with the new schedule of assets.

o



Public Financial Management Reform s Pro gram m e O peration al M an u al

The following procedures shall guide the disposal of assets:

Table 8: Asset Disposal Procedures

. Identify assets for disposal

. Draft memo requesting the Accounting Officer to dispose of
the assets.

. Additional approval requirements may vary depending on the

MDA involved

o The memo to include all the details of the assets included in
the asset memorandum and the estimated useful life and the
value ofthe assets.

o Expert opinion may be sought depending on the nature of the
asset.

. Obtain approval of the asset disposal memo as appropriate

. Ensure the asset disposal committee is properly constituted.

1

Procurement/Supply chain
management Officer of the

Implementing MDA/ Secretariat

Asset Disposal Committees Verify the basis for disposal and include the assets in the

disposal plan of the National Treasury or the Implementing
MDA

Follow the necessary procedures as provided in the Treasury
guidelines including considering independent auctioneer,
initiating the appointment of disposal committee and

arranging of asset disposal bids and arranging for the award
of assets to the highest qualified bidder.

o

a

.,

o Confirm payment plan with the highest bidder if the assets are

sold

o Prepares and captures the disposal joumal in the relevant
ledgers

o Removes disposed asset from the asset register

. Post necessary iournals in the ledger

3

Finance Section of the

Secretariat or the Implementing
MDAs
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7.4 Environmental Social Safeguards E-Waste

The implementation of various Programme activities may entail procurement of electronic
equipment including computers, tablets and related accessories. At end-of-life of the devices
they are likely to lead to adverse impacts associated with e-waste generation.

This, electronic waste, also knorvn as E-waste, is an informal term used to describe almost all
types of Electronic and Electrical Equipment (EEE) that has entered or could enter the waste
stream. It is used for almost any household or business item with circuitry or electrical
components with power or battery supply that has reached its end-of-life. E- waste including
persistent bio-accumulative and toxic substances such as brominated flame retardants, heavy
metals (e.g., lead, nickel, chromium, mercury), and persistent organic pollutants (e.g.,
polychlorinated biphenyls (PCBs), can be a dangerous threat to animal and human health and
the biophysical environment. This threat can result from two sources.

The first is from the leaching of hazardous substances, in particular lead, mercury, cadmium,
and lithium into the soils and groundwater and pollution of ambient air frorn e-waste that is
improperly disposed of in non-engineered landfills and dump sites. The second is from
irnproper recycling techniques, which are employed in the informal recycling sector in
developing countries and currently result mainly from the export of e-waste to these countries,
including Kenya, but increasingly also from domestic collection, de-manufacturing and
disposal.

The Program will put in place measures to ensure that all electronic devices are procured from
credible suppliers, and all e-waste generated during the life o1'the operation is disposed of
effectively. All the e-wastes generated by the program will be recaptured via a "Take Back
Scheme" for recycling where these end-of-life devices will be delivered to facilities that recycle
e-waste at minimal or no cost such as the East African Compliant Recycling Company
(EACRC). The EACRC is operating Kenya's first e-waste recycling facility, operating to
international health, safety and environmental standards and establishing a local, sustainable
IT e-waste recycling industry.

The Programme will use and follow the existing regulations and protocol provided for by the
Environmental Management and Coordination Act 1999, (as amended in 2015), Waste
Management regulations as well as draft e-waste management regulations including following
an Environmental Code of Practice (ECOP-Annex 12) which has been developed for the
management and disposal of e-waste generated from the program. The ECOP involves five
strategies:

Preparing E-Waste Disposal Procedures. The Implementing MDAs will prepare
policies, procedures and plans to guide in the disposal of the e-waste that is procured under
the program, the e-waste disposal procedures will lay down guidelines and procedures in
disposing of end of use electronic and electric assets and equipment.

o

a Creating awareness and training for Implementing MDAs' staff on e-waste The
implementing MDA will create awareness among staff on the importance of e-waste
management policies and procedures in place for safe disposal of e-waste. Sensitization
will focus on the significance of e-waste recycling and the need of returning all the obsolete
electronic equipment under the project fbr proper disassembling, recycling and disposal.
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The program will ensure that workers handling e-waste are trained on personal protection,

handling of hazardous products and e-waste. The program will collaborate with national

entities such as NEMA and electronic vendors to help improve e-waste management

systems in Kenya.

Identifying the e-waste for disposal. This includes such items as computers, monltors,

CPUs, tablets, laptops, printers, copiers, faxes, accessories such as (speakers, keyboards,

cables, etc.), projectors, cell phones and any chargers.

Segregation and storage of e-waste. Workers handling e-waste should be trained to
segregatc c-waste that can be refurbished for re-use or donated to schools and other

ilstitutions and the rest of e-waste that needs to be disposed oflrecycled. The e-waste due

fbr disposal should be properly stored to avoid leakage and emission of radioactive

materials found within end of use electronic and electric products

Identification of licensed recycler and deliverer of e-waste to the recycling facility. The

program will identify NEMA accredited e-waste recycling company (ies) in Kenya and

cstablish partnership or collaboration to ensure e-waste generated by the program is

disposed of appropriately. The East Afiican Cornpliant Recycling Company (EACRC)

Lirr-rited located on the Mornbasa Road in Nairobi, is an example of a private company that

has becn cstablished with the capacity to recycle and treat the e-waste at no cost to the waste

generator. The EACRC is operating Kenya's first e-waste recycling facility, operated to

intcrnational health, safety and environmental standards and establishing a local,

sustainablc IT e-waste recycling industry. The program can pursue partnerships with the

ma.jor vcndors of electronic and electric cquipment for potential 'take back schemes'.

o

To implement the ECOP

Each hnplcmenting MDA will appoint a coordinator who will help ensure that the ECOP

is irnplcntcnted and that all the electronic equipment procured is recordcd and ensure that

thosc that becomc obsolete during Program implementation are taken to any NEMA
accreditcd rccycling facility for disposal via recycling or through vendor take back schemes

process. Thc lmplementing MDAs will procure electronic devices from credible suppliers.

a The Sccrctariat will providc awareness and sensitization to implementing MDA
coordinators with regard to e-waste management; and linking them with a NEMA
accreditcd c-waste recycling companies.
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8.0 ACCOUNTING AND REPORTING POLICIES AND
PROCEDURES

The chapter provides the accounting and reporting arrangements under the Programnre. The
chapter includes various accounting policies to be applied, the accounting systems, the chart of
accounts, the accounting records, the safekeeping and filing of accounting documents and financial
reports.

8.1 Basis of Preparation

o Statement of Compliance and Basis of Preparation

The financial statements may be prepared in accordance with IPSAS Cash and as per the fornrat
prescribed by the PSASB.

The cash basis of accounting shall include the following provisions;

./ Receivables that include irnprests and salary advances; and

'/ Payables that include deposits and retentions.

o Recognition of Receipts

The Progranrme shall recognise all receipts frorn various relevant sources.

o Transf'ers from the Exchequer

Transfer fiorn Exchequer shall be recognized in the books of accounts on a cash basis. Caslr

shall be considered as received when transfer instruction is issued to the bank and notified to
the Secretariat.

a External Assistance

Extemal assistance is received through grants and loans fiom rnultilatcral and bilateral
Development Partners.

Donations and Grants

Grants and donations shall be recognized in the books of accounts on a cash basis. "C'ush is
considered a.s rec'eived v,hen a payntenl udvic'e is ret'eit,ed b-t' tha Sec'returiut". ln case of
grant/donation in kind, such grants shall be recorded upon receipt of the grant itcrn and upon

detennination of the value. "The dule o./' the trunsut'tittrt i,s the volue dutc indiculed on the
pa)'ment advice".

a Other Receipts

These include Appropriation-in-Aid and relates to receipts such as proceeds fiorn the disposal

of assets and sale of tender docurnents recognised in the financial statements on a cash basis.
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a Recognition of Payments

The Programme shall recognise all payments when the event occurs, and the related cash has

actually been paid out by the Project.

Compensation of Employees

Salaries and Wages, Allowances, Statutory Contribution for employees shall be recognized in
the period when the compensation is paid.

Use of Goods and Services

a

Goods and services shall be recognized as payments in the period in which they are consumed

and paid for. If not paid for, they shall be disclosed as pending bills.

Acquisition of Fixed Assets

The payrnent on the acquisition of property, plant and equipment items shall not be capitalized.

The cost of acquisition and proceeds from disposal of these items shall be treated as payments

and receipts items respectively.

Where an asset is acquired in a non-exchange transaction, fair value of the asset shall reliably

be established, and a contra transaction recorded as receipt and payment.

A fixed asset register shall be rnaintained by each implementing MDA and a summary

provided, for consolidation by the Secretariat. The summary shall be disclosed as an annexure

to the financial statements of the Secretariat.

a In-kind Donations

In-kind contributions are donations that are made to the Programme in the form of actual goods

and/or services rather than in money or cash terms. The donations may include vehicles,
equipment or personnel services.

Where the values of in-kind contributions are reliably determined, the Programme shall include
such value (fair value or Cost) in the statement of receipts and payments.

Cash and Cash Equivalents

Cash and cash equivalents comprise cash on hand and cash at bank, short-term deposits on call

and highly liquid investments with an original maturity of three months or less, which are

readily convertible to known amounts of cash and are subject to insignificant risk of changes

in value.

Bank account balances include amounts held at the Central Bank of Kenya and at various

commercial banks at the end of the financial period. For the purposes of preparing Programmc

financial statements, cash and cash equivalents shall include short-term cash imprest and

a
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advances to authorised public officers andlor institutions, which shall have not been fully

accounted for at the end of the financial reporting period.

o Budget

The budget shall be developed on a comparable accounting basis (cash basis), the same

accounts classification basis (except for accounts receivable - outstanding imprest and

clearance accounts and accounts payable - deposits, which are accounted for on), and for the

same period as the financial statements.

A high-level assessment of the Project's actual performance against the comparable budget for

the financial yearlperiod under review shall be included in an annex to these financial

statements.

Exchange rate differences

The accounting records shall be maintained in the functional cuffency of the primary economic

environment in which the Programme operates (Kenya Shillings). Transactions in foreign

currencies during the yearlperiod shall be converted into the functional currency using the

exchange rates prevailing at the dates of the transactions.

Any foreign exchange gains and or losses resulting from the settlement of such transactions

and from the translation at year-end exchange rates of monetary assets and liabilities, shall be

recognised in the statements of receipts and payments.

Comparative figures

The financial statements shall be prepared in a comparative basis on quarterly and annual basis.

Errors

Errors shall be corrected in the first set of financial statements for issue after their discovery

by:

,/ Restating the comparative amounts for the prior period(s) presented in which the error

occurred; or

,/ If the error occurred before the earliest prior period presented, restating the opening

balances of assets, liabilities and net assets/equity for the earliest prior period presented.

o
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8.2 Accounting Systems

The Secretariat shall maintain an accounting system, which records and reports on all budget,
receipts, commitments, expenditures, report and comply with the Government of Kenya laws
and regulations.

The system should be able to ensure separate tracking of funds for the various projects being
implemented by the Implementing MDAs.

The Programme Coordinator shall ensure the availability, reliability and the integrity of the

accounting system to be used by the Secretariat.

8.3 Chart of Accounts

The chart of accounts structure for the Programme funds should be GFSM compliant. It shall be

aligned with the Government of Kenya Chart of Accounts. The chart of accounts reflects the type
of project/program, funding sources, and relevant expense accounts, disaggregated by the type of
expenditure.

Some of the analysis dimensions that are required include:

o Organization (ministry, department, agency);
. Source of funds;
o Projects, (where the recipient is handling more than one project);
o Project components;
o Project activities within each component;
o Categories of Expenditure; and
o Expenditure types, which may be the same budget line items.

These are normally used for cost control purposes (e.g. travel costs etc.).

8.4 Accounting Records

Each transaction shall be initiated from the source document including invoices, bills, receipts,

staff claims, demand notices, bank pay-in-slips and debit advices.

The Secretariat through the IFMIS system shall ensure that reliable ledgers are produced on
monthly basis to assist in the preparation of the Financial Reports.

The following books of account and records shall be kept ensuring that all monies received are

properly brought to account and payments are adequately recorded.
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Table 9: Accounting Record Details

Rccordr
,;!

Cash Books for bank transactions detailing receipts
and payments. The cash book shall form part ofthe double-entry records.
Fixccl Assct Rcgistcr shall providc dctails ol'suppliers, rlcscription ol-goocls. orisirtal cost.
Iocation ancl clisposal o1'asscts. Thc [tixctl Asscts Iicgistcr highlights lilr cach intlivitlual
itssct. tllc lirllowinu irtlonttrrtiott:

i. Assct rclcrcncc(idcntitication)rtunrbcr;
ii. I)cscriptiorr ancl location ol'thc irssct rr ithin thc I'}ro.ject:

iii. Purchasc pricc (cost)
iv. [)atc ol'purchasc ancl disposal:

Supplicr's nanrc ancl aclclre ss

Scrial ol rcgistration nunrbcr: arttl
Acltlitions to thc assct: crlntlitiorr ol'ussct

o Thc Sccrctariat Procurcmcnt/Supply chain nranagcrrrcnt Scctiun using tlrc irtlirrnration
tiom thc procurcnrcnt records shall uptlatc thc I"ixcrr Asscts Rcgislcr rcgularly;

o Pcriodically. the Fixcd Asscts Rcgistcr shall hc rcconcilcd with the gcncral lcclgcr
records ancl a physical veriflcation ol'I'ixcd asscts shall be carriccl oul:

' Any tliscrcpancics shall bc invcstigatcd artd satisluclorilv rcsolicd u.itlr thc apl'rt'oval ol'
thc Prograrnrnc ('oorclinatur: arrd

o Each Pnr.jcct shall havc its oun scpilriltc l;ixcd r\sscts [{cgister. This shall su1'rport tltc
dtrrrblc crrt:'y rccortls.

The cheque issue register shall list all cheques drawn and evidence oftheir collection by
payees

Thc Prcpayrrrcnts/Advanccs Leclgcl shall trc rrsctl to recortl all typcs ol'pt'epltyrttcttts utrtl

advanccs takcn by slal'l'togcth,:r- r,vitlr sutrsctlucnt rcpirynrcrrts This shall lirlrn parl ol'1hc
doublc cntry rccrlrcls also

Receipts and Payment Vouchers shall be prepared in duplicate and be submitted to the
Financial Specialist for review and approval. The Financial Specialist shall review the
voucher for arithmetical accuracy and proper coding. Ifthe Receipts and Payment voucher
is for correction of previous error or misclassiflcation, s,/tre shall take necessary action to
ensure that future re-occurrence is avoidcd.

After approval ofthe R & P voucher, it shall be referred back to the finance who shall cause
the R & P Voucher to be entered into thc R & P Voucher Register before posting
Gcncral [-cclgcr colrtair.rs scparatc firlio lor. rtrlior cxpe nclilurc itcnts utttlcr caclt ol' thc
catcgories in thc (irant/Crcdit Agrccrncrrts. A Irial lJlkurcc slullbc cxtraclccl ntonthly lionr
thc lcclgcrs.

Vote Book provides information on financial commitments on contracts, payments made
to Cate, contract value, and uncommitted balances shall be maintained for each expenditure
category for effective monitoring
Providcs inlirrnration on thc Inrprcst lnr()unls tlistrulscd. tu u'honr anrl thc tiulcs of'reclucst.
disburscrlcnt and thc cxl.lccte d clirtcs oi'actir rtv conrltlction
Records receipts from miscellaneous activities such as tender document purchases and
other sources

Rccorcls thc nrcvcnrcnt olvoirchcrs cspccillll'tlurins tlic Procttrc to pav proccss as rvcll its

any othcr nr()vcnrcnts fbr instancc vorrchcrs givcn to audittlrs ancl othcr cxtcnlal rcvicws
such as tiA('('ctc. It capturcs thc clatcs ol'issLrinr.t tirc vouchcrs tlrc pcrsorts to whonr tltcy
arc issuccl to ancl thc rcasons

Records thc r.r.rovcrncnt of chctlucs cluring thc plyrncnt proccss. It capturcs thc datcs of
issuing thc chcqucs to thc persons to whotn thcy alc issuctl to and thc rcasolls

+

i ,lL,t
4

I CashBooks

3

4

2

l0

7 Vote Book

ti

F'ixed Assets
Register

Cheque Issue
Register
Prepayrnents/
Advanccs
Ledger
Payment
Voucher

Gcncral
Lcdger (GL)

Imprest
Register
Miscellaneous
Receipts
Book
Voucher
Movement
Register

Cheque
Movement
Register

5

6

9
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8.5 Safe Custody and Filing of Accounting Records

o The accounting records maintained are used for the following purposes:

,/ The process of preparing financial statements and reports;

,/ Internal audit process;

,/ References in the confirmation of third-party Statements and payments;

./ Reconciliation of ledger accounts;

,/ External audits;

'/ Development Partner financing agreements;

'/ Preparation of plans and budgets;

o The main objective of a filing system is to ensure that accounting documents are filed in a

logical sequence, to facilitate retrieval, support financial reports, establish a clear audit trail

and provide feedback regarding the accuracy ofthe financial reports.

o All accounting records shall be kept in secured rooms and locked cabinets when not in use.

o No accounting records shall be removed from the room or saf'e storage f'acility where they are

normally kept, except for audit or legal purposes. ln such cases, an official receipt shall be obtained.

o Accounting records may, however, be retained by authorized accounts staft, but a register shall be

maintained to monitor the movernent of such records.

o Separate files shall be maintained in the Secretariat in respect of payrnerrt vouchers showing the

fbllowing details;

{ Voucher number, (specitying range i.e. from to -)

/ Period (month)

r' Financial year,

r' Name of project/activity and Bank Account c.g. (XXX/YYY).

o Separate files shall also be maintained for the withdrawal applications. Supporting documcnts

for SOEs shall be properly numbered and filed, together with copies of the withdrawal

applications. Registers, Daybooks etc. shall be kept at appropriate places until thc pcriod to

which each relates has ended rr when such books or rcgistcrs have been exhausted and are

then transferred to spaces provided.

o All documents in electronic form shall be backed up and a copy kept by thc Financial

Specialist and regularly checked by the Programme Coordinator.

o Fireproof safes shall be the means of storing important physical financial documcnts.

o The Secretariat shall liaise with the National Treasury ICT' departrnent lbr ensuring its

electronic data is backed up securcly in a secure disaster recovery site in line with the National
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Treasury Business Continuity and Disaster Recovery Policies and Procedures.

All Programme records shall be kept securely as long as it is reasonable and convenient for

the Secretariat, Implementing MDAs and other stakeholders but in compliance with various

government regulations on archiving and safe keeping of documents,

8.6 FinancialReporting

The Secretariat shall prepare financial reports on quarterly and annual basis in line with the PSASB

requirements.

The Secretariat shall ensure that DPs reporting requirements are customized within the existing

reporting requirements.

The Secretariat shall use the templates prescribed by the PSASB for quarterly and annual reporting.

The quarterly and annual repcrting shall include the following:

o Project Information and Overall Performance;
o Statement of Project Management Responsibilities;
. Report of Independent Auditors (for the annual reports);
o Statement of Receipts and Payments for the Period;
o Statement of Financial Assets and Liabilities;
o Statement of Cash flow for the Period;
o Statement of Comparative Budget and Actual Amounts;
o Notes to the Financial Statements;
. Other Important Disclosures; and
o Progress on Follow up of Auditor Recommendations.

In addition, the following schedules and Statements shall be prepared for annual accounts even if
not expressly required by the PSASB:

o Schedules ofdebtors - Local and foreign;
o Schedule ofadvances;
o Schedule ofcash and bank balances;
o Schedule oflocal and foreign creditors;
o Schedule of funds received from donor(s);
o Schedule of fixed assets; and
o Statement of expenditure and financing.
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9.0 AUDITING AND OVERSIGHT ARRANGEMENTS

This chapter provides guidance on the internal auditing, extemal auditing and risk management

arrangements under the programme.

9.1 Internal Auditing and Risk Management Arrangements

The Internal Auditor General's Department shall provide internal audit services to the

programme as part of NT's Audit plan by relying on the following:

o Adoption of the principles of a risk-based internal audit plan.

o International Standards for the Professional Practice issued by the Institute of Internal
Auditors with such modifications appropriately justified or such other standards as may be

adopted by the Internal Auditor General Department.

o Professional ethics required of internal auditors and should not have any "conflict of
interest" with the Secretariat.

o Request by the CS, NT&P, SC, JTC or the Programme Coordinator to conduct an audit or
an investigation into any aspect ofthe Secretariat.

o Unrestricted scope of the internal auditors which shall include as a minimum - financial
audit, compliance audit, value for money audit, IT and controls audit, investigations and

forensic, risk management reviews, operations audit, etc.

o Unrestricted access to all the Secretariat offices, staff, advisors and consultants providing
any services to the Secretariat.

o Unrestricted access to all projects financed by the programme, offtces, officers, documents
and information held by Implementing MDAs.

o Documents and information provided by staff of the Secretariat including TA.

o Submission of Audit findings and recommendations to the audit committee of the National
Treasury with a copy to the Programme Coordinator

o Feedback on internal audit reports by the Secretariat on a timely manner

o Retention of audit files and copies of their reports in accordance with archiving policy of
the Government of Kenya.

o Liaison and consultation with the Auditor General, and where appropriate, the Secretariat
should be informed accordingly on a timely basis.
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9.2 Internal Audit Procedures

Consistent with guidance provided by the Intsrnational Standards fbr the Prof'essional
Practice of Internal .\uditing, the Intemal Audit Function shall develop air approved
lntemal Audit Ch.irter and provide the Secretariat r',,ith a copy.

o Internal auditors shall prepare an annual audit plan for the Secretariat. The Annual Audit
Plan should be informed by assessed risks.

o Thc interr,al audit function shall develop an audit plan ancl agrcc with the Secretariat
lranagemcnt prior to the comrrencernent of any intemal audit cngagertrcnt.

o lnternal auditors shall conduct an "entry rneeting" at the start of', and an "cxit mectiltg" at
the end of each intemal audit engagement with managernent of the Sccretariat ancl relevant
Inrplenrenting MDAs.

The Sccretariat shall give access view rights to cornpute'riscd financial and accourrting
system and are to observe IT Secr-rrity policies and procedures olthc Sccretariat.

Internal auditors to document their work in sufficient details as rcqurrccl by the International
Starrdards fbr the Prclfessional Practice of Internal Auditing.

Exccpt fbr special investigations. internal auditors sherll cliscuss u'ith the Sccrctariat
nlanagenlent draft reports of irrternal audit findings and recor-i.rnrcnclations bclbre final
reports are issucrl.

o The Secretariat shall facilitate internal audit activities by providing office space and
,;roviding inforration and required documents in a tirnely ntanncr.

9.3 Internal Audit Reports

lntc':ral audit reports shall be submitted to the audit committcc of thc N-l'&P with uopies to
thc l'rogramrne ( '. .dinzitcr and the Auditor General.

a Intert, I audit rcp:rfis nrust include an anal..is of the extcnt ol l,lclrcssing prcvious aLrdit
obserl'ation si q ueries.

o Internal Audit reports shall contain responses to tire audit observations.

9.4 Risk Management

The Prograrnme Coordinator shall liaise with tiie dcpartnrcnt rcsponsiblc lilr risk
managcment at the NT to ensure that the prosramme risks arc acldrcssccl unclcr thc National
Treasury risk management framework and policies.

The National Treasury shall cnsure that the risk manasement fianrcwork lirrrtrs tlrc lrasis
under which the programme's risk register and rnonitoring ternplatcs arc clcvclopcd.

Thc Risk Management Frarncwork and rnonitoring templates shall takc cognition of the
activitics /relationship between the Secretariat and the hnplcmcnting MI)As.

a
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o The National Treasury shall ensure that risk management reports prepared at least on a
quarterly basis include the programme issues and presented to the Programme Coordinator
and the JTC. The report shall contain updated risk registers including identified and

assessed risks as well as proposed rnitigation rneasures and new risks facing tlie Secretariat.

o The Internal Auditor General's Department may conduct periodic independent audits of
risk management framework, policies and procedures put in place in relation to the

Secretariat by the NT.

9.5 External Audit drrangement

o The Office of the Auditor General shall audit the Programme Funds.

o The Secretariat shall prepare, annual tlnancial statements in accordance with guidelines
provided by the PSASB.

o The Secretariat financial performance shall be reported as part of the consolidated GoK
Annual Financial Statements with enough detail for notes to the accounts fbr the reader to
identify extemal assistance under the Programme.

o The audited financial statements shall be included as an integral part of the flnancial
statements of the Government and shall be tabled before the relevant Parliamentary
Committees and debated upon by Parliament accordingly.

o The Auditor General shall conduct audit of the financial statements of the Programme tn

accordance with the International Standards of Supreme Audit Institutions USSAI] issued

by INTOSAI and i:iternational Standards on Auditing [SAs] issued under the auspices of
the International Federation of Accountants [FAC] to the extent relevant to the laws of
Kenya.

All staff members of the audit from the OAG are to abide strictly with professional ethics
required of auditors and should not have any "conflict of interest" with the Secretariat.

The CS, NT&P and Programrne Coordinator may request the Auditor General to conduct
a special audit or investigations into any aspect of the Secretariat.

The scope of the Auditor General shall not be restricted whatsocvcr and shall include as a

minimum - financial audit, compliance audit, value for money audit, IT and controls audit,
investigations and forensic, risk management reviews, operations audit, etc.

o The Auditor General and his staff shall have unrestricted access to the Secretariat offices,
staff, advisors and consultants providing technical assistance to the Secretariat.

o The Auditor General and staff shall have unrestricted access to all projects financed by
external assistance, offices, officers, documents and information held by the hnplementing
MDAs.

o The staff of the Secretariat and those providingtechnical assistance to the Secretariat shall
provide documents and information reasonably required by the Extcrnal Auditors.

a
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Within six months (by 31't December) of the end of the financial year, the Auditor General
shall report his/her findings and recommendations to the Parliament with copies to the CS,

NT&P and the Programme Coordinator.

The Programme Coordinator shall take reasonable steps to ensure external audit reports are

acted upon on a timely manner.

The Auditor General in performance of hislher work may liaise and consult with the lntemal
Auditor General Department, and where appropriate, the Secretariat should be informed
accordingly on a timely basis.

O

O
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1O.O TRAINING & CAPACITY DEVELOPMENT GUIDELINES

The objective of this section is to document the process of developing training material to guide
the Implementing MDAs/training players in ensuring that the training programmes are planned
and conducted in logical manner that creates maximum impact to the participants.

The Secretariat shall ensure that training activities lead to the following benefits

Enhancement of professional knowledge and skills both at individual and collective
levels;
Equips personnel to respond appropriately to emerging challenges towards the fulfillment
of its strategic plan; and
Appropriate changes in attitudes, which leads to improvement of the individual's
competencies and promotion of organizational obj ectives.

The PFMR Secretariat shall be responsible for:

Designing and implementation of a National and county PFM assessment programmes to

improve understanding of capacity gaps and tailor support; and

Financing for MDAs and Counties requiring support for institutional development and

capacity development activities to deliver on the reform results.

County level capacity building shall be carried out within the National Capacity Building
Framework, which is coordinated by the State Department for Devolution and linked to the
mechanisms set out in the PMFR Strategy 2018-2023, coordinated by the Secretariat. Uniform
metrics for capacity building will be developed as part of the NCBF for the different types of
capacity building set out here.

10.1 Capacity Building and Institutional Development of MDAs and Counties

Structured capacity building of MDAs and Counties will enable the delivery of PFM results for
improved service delivery. The Strategy results deliberately do not identify actions relating to
capacity building in the achievement of results. However, MDAs work plans to deliver those
results will consider capacity gaps and include structured capacity building. This will be
consolidated and harmonized into a reform-related capacity building plan by the Secretariat.
There will be two types of capacity building support to MDAs and Counties: Institutional
development and staff capacity building.
Core institutional development in MDAs and counties and in core PFM and HR institutions under

the following:

'/ Tailored support to MDAs and Counties based on the specific institutional
performance: Counties and national level MDAS will be assessed in terms pf the core
PFM perforrnance which will include the achievement of results specified in the Strategy.
Assessment will be developed by Secretariat drawing from existing assessment tools but
tailored to directly address the capacities required for implementing the reform results.

While the Secretariat will coordinate the assessment, MDAs and Counties will identify
the gaps within their institutions. The Secretariat, Development Partners and

a
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implementing MDAs and Counties may contribute finances for activities to address

capacity gaps. Based on the assessment, PFM institutions may design direct support to
MDAs and Counties with poor performance. This will involve a combination of training,
peer learning, twinning, on the job support and re-tooling. This will ensure that different
institutions have the means and capacity to manage human and financial resources

effectively.

/ Specialist Development of core PFMR and HR institutions: Institutions with specialist

HRM and PFM roles may need to develop their capacity, and to do so they may require

technical assistance and/or study tours to leam from others develop those specialized

skills. This will ensure that core specialist institutions have the skills required to play

their PFM and HR functions.

/ MDAs and Counties may require some support to enable individuals within their

institutions to establish the necessary skills to deliver on the reforms identified in the

Strategy. To address this, two areas of staff capacity building are considered:

/ MDA and County Capacity Building for Reform Results: Counties and MDAS will

be trained on PFM processes and systems which are required for the delivery of reform

results. This will ensure that all staff involved with PFMR and HRM have a basic

understanding of the processes and systems required to deliver the reforms.

,/ Professional Qualifications: Staff in certain cadres require professional qualifications

(e.g. accountants, procurement staff) in line with established policies, and this is important

for achievement of refonn results. Some areas of PFM have specialized institutions to

provide these qualifications, while others have or are developing courses with universities

and training institutes. This will ensure that govemment has the required professional

capacity in key positions.

/ Specialist core skills development for staff in core PFMR and HR institutions: In

addition, public officers in core PFM and HRM institutions may require specialized

training in certain areas which rnay be provided locally or internationally. This will

ensure that government has the required skills in key areas..

/ Selection of Training Consultants: The Secretariat and the Implementing Agencies

shall ensure that training are carried out by reputable trainers who are competitively

selected through established procurement procedures. The Secretariat and the

Implementing MDAs shall ensure that the trainers selected have in the past been involved

in carrying out similar or related training within the public sector and are able to conform

to the provisions of this manual during the dissemination workshops
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The Secretariat and the Implementing MDAs shall ensure that the training are carried out as

provided in the budget and within the period specified within the work plan.

10.2 Training Process

The figure 5 below illustrates the training process for both Secretariat and the Implementing
MDAs.

Figure 5: Training Process Overview

Phase 1: Needs Assessment

Objective: The objective of needs assessment is to assist the Secretariat and the Implementing
MDAs to assess the training gaps amongst their staff.

A Need: A "need" refers to the gap between what is and what could or should be within a context,
leading to strategies aimed at eliminating the gap between what is and should or could be.

The following central questions shall be answered by the Secretariat and the Implementing
MDAs as they undertake needs assessment and subsequent training:

Who is involved in the training? involve appropriate parties to solve the deficiency. Conduct a target population
analysis to learn as much as possible about those involved in the deficiency and how to customize taining
program to capture their interest.

'i.:'L-: r/.
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How can the performance deficiency be fixed: Training can fix thc performance deficiency or suggest other
remediation if training is not appropriatc? Conduct a pcrformance analysis to identify what skill deficiency is to

What is the best way to perform: There is a better or preferred way to do a task to get the best results. Are job
performance standards set by the organization? Are there governmental regulations to consider when complding
the task in a required manner? Conduct a task analysli to identifo the best way to perform.

When shall training takc place: The best timing to deliver training because attendance at training can be impacted
by work cycles, holidays, and so forth. Conduct a contextual analysis to answer logistics questions.

These questions form the foundation of a training needs assessment. A trainer must first
understand what the staff undertakes in their usual activities. It is important to keep in mind that
training is only part of a solution to meet professional needs identified in needs assessment. Other
changes - in addition to training - may be needed in order to completely fill a learning gap.

Assessing Needs

The first step in building a training course is identifying the needs of targeted participants. The
Secretariat and other Implementing MDAs shall be guided by an in-depth Key Informant Survey
as per Annex 2, on the process leading to training needs identification.

The outcome of the training needs assessment shall identify both short-term and long-term
training opportunities. The training needs assessment (TNA), will result to the following:

. What do the participants need to know and do as a result of this training?

What do we need to know about the course participants and the stakeholders they serve?a

Phase 2: Training Objectives

After undertaking training needs assessment, training objectives shall be formulated by both the

Secretariat and/or the Implementing MDAs.

The training objectives aims to achieve the following:

. Improvement of staff skills towards realization of the Secretariat strategic themes,

. Improve government departments, ministries performance towards public financial
management;

. Enhance resource management and accountability within the Public Sector; and

Improve work behaviour, so that people function better at assigned activities and fulfil their
potential.

Principles Underlying Training Objectives

The Secretariat and Implementing MDAs shall adhere to the following principles for successful

training to be carried out:

a
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Clarity: The Secretariat and Implementing MDAs needs to define purpose of the course,
target group, aims and objectives, learning outcomes, process plan, responsibilities, piloting
and testing, evaluation, etc.

This shall enable the planners of the training to ensure that it's well carried out.

Capacity: There shall be a need to assess the required capacity of those who shall be involved
in the administration and running the courses, to ensure that their involvement is fundamental
to the success of the training. Training shall require each set of skills and expertise unique
from another depending on the context it runs in.

Time: Time should also be taken in assembling the appropriate capacity package on whether
human resources and expertise or material and non-tangible needed.

Consistency.' Consistency of approach once agreed upon maintains the quality of the design
process. Once there is clarity on aims and objectives, the design team moves into the details
of methods and training approach techniques of it's important to stay consistent with what
the training is trying to achieve and stay focused on the main purpose. If team members must
be substituted, it's important that there is enough overlaplhand over period so new members
can join in, bringing in fresh and new ideas without disrupting an on-going process especially
when it's farther down the line.

Commitmenf.' Commitment not just of the design team but also of all stakeholders involved
in terms of supporting the team efforts financially, administratively, logistically, etc. The best
design efforts falter and cannot be sustained when there is lack of commitment.

Phase 3: Planning Training

The coordination of a training course involves variety of steps, tasks, and skills. The Secretariat
and the Implementing MDAs shall ensure that coordination amongst the design team is
encouraged at all the phases of the training.

Training Logistics Checklist: Simplify the checklist

The Secretariat and the Implementing MDAs shall rely on checklist below for ensuring that the
necessary steps are taken into consideration. The checklist shall help the designers identify the
training materials and to consider the viability of the venue selected which shall motivate the
participants to attend.

Table 10: Training Checklist

a

a

a

Training schedule/ strucfi,re
Optimal number of
Training days
Spread of training over one or more weeks
Best days of the week
Best time of the day
Length ofeach session
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Access
Comfort
Trainine facilitv
Accommodation
Supplies on-site

Lead time for advertising

Food and drink

Information for nomination and
Enrolment
Direct invitations
Other ad

Online or by email

ideas

By post

Other ways of registration

Phase 4: Implementation of Training

The Secretariat and the Implementing MDAs shall ensure that the design of the training materials
provide a road map for addressing the training gaps identified. The training design is an outline
of all the- what, where, who, when and how" details of the training for use by Consultants.

The Implementing MDAs shall ensure that the primary component of a training design includes
the following:

o Learning Outcomes: What shall participants be able to do as a result of completing the
training?

o Training Materials: What materials need to be developed and what shall the materials
include?

o Trainers and Content Experts: Who shall facilitate the training and act as content experts
to review materials?

o Training Methods: What methods shall be used so that participants meet the learning
objectives and learn the content most effectively?

o Logistics: Where and when shall the training take place? Who shall be invited and how
shall they be notified? Shall a per diem be paid to participants?

The results of a needs assessment inform these five training design components. Where a gap has
been identified, the learning outcome statements shall precisely address their job-related needs.

a) Training Materials

Course design refers to the planning and structuring of a course to achieve specific instructional
goals.

The course design process includes the following activities:

o Identifyrng appropriate goals
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o Choosing content that's consistent with the goals

o Selecting ways to achieve the goals

o Assessing participant learning in relation to the goals

As part of the design process, instructors should also consider:

. Their own teaching styles

. The learning styles of the participants

. The role of the course in the overall training effort

b) Training Material Design

The Secretariat and Implementing MDAs shall ensure that the trainer considers the following
checklist in designing training materials:

General theme or topic: [n general, what knowledge and skill areas shall be the focus of
the training?

Goals and objectives: What do we want participants to learn during the training? (What
shall they leave knowing more about or what new skills shall they have acquired?)

Essential questions: What central questions do we want participants answering as the
training unfolds?

Summary of participant activities: How shall participants accomplish curriculum
objectives and answer the questions in numbers 2 and 3 above? (E.g. small group
discussions and proj ects, lectures, role-playing.)

Resources: What resources might the trainer use to help participants accomplish
curriculum objectives? (E.9., current research, guest speakers, discussions,
encouragement)

Assessment activities: How shall we determine if participants

,/ Have reached curriculum objectives identified in number 2 above; and

'/ Can answer the questions in number 3

o Evaluation of the training and the training process: How shall we evaluate the quality and
usefulness of the training as well

Phase 5: Training Dissemination (Delivery)

The delivery phase of training is when the coordination, assessment of learning needs, design,
and development phases come together.

Successful training delivery shall depend on:

/ Accurate identification of participants' training needs;

/ A carefilly crafted training plan;

r' Well-managed training details;

o

o

o

o
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/ Thorough and relevant materials; and

/ Prepared trainers, ready to present a compelling learning experience while the other steps
of thc training process focus heavily on creating the content of the trainr^rg, the delivery or
inrplernentation phase is concerned with teaching the content and participant Iearning. Now
that you have built your house, you want to invite people in to experience what you have
crcated.

. BeJbreCommencernentot'Training

The clesign of tlie training materials should address the following basics

r' The content to include;

/ The clelivery rnethods to use;

/ The tirne allocated for each of the goals; and

/ The tools fbr asscssing participant learning.

b) During the Trutning Dissemination

The trainer shall learn more about the participants and their needs. This information may require
adjustnrents in the course design. For example, after working with the group, there is need to
ac'ldress ancl decide to:

,/ Changc the time allocation for a topic

a

a

a

,/ l-hange the type of activity associated with a topic,

Corrclusiott of the Training Session

The i,.lbrrnation gathered at the conclusion of a training session shall help to assess the
cfl":crru ncss of the current training and help improve future training sessions. To evaluate the
course. Use appropriate evaluation tools and our own oerceptions

Training Methods

The Implernenting MDAs shall ensure that trainers are exposed to a huge array and variety of
training methods each with its advantages and disadvantages. There shall be a need to ensure
that, a healthy mix of a few methods provides variety, overcomes monotony and boredom and
energizes participants. But the mix is not an end.

Training rnethods need to be carefully selected to match the purpose and learning outcomes of
eaclr session.

Phase 6: Training Evaluution

Objective: Training evaluation is important to the Secretariat and to the Implementing MDAs,
to determine whether training gaps identified, have been are addressed.

The evaluation process shall be carried throughout each phase of the training process, not as a
last step. For examplc, after conducting a needs assessment, ask the design team and key
infbnnants if the needs identified are accurate.
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Evaluation shall occur immediatcly after participants completc a course cvaluation form
fbllowing the training but before leaving the site.

Evaluation shall be carried out each day of training through quick "How did it go'/" discussions,
or even in organized focus groups with participants during the evening. Longer-term, follow-up
evaluations conducted three/six afier the trairring had been concluded. These evaluations nleasure
how participants use their newly acquired irrformation and skills in their professional roles.

Forms oJ'Evaluution

Fomrative evaluation shall bc carried out during the training delivery phase and after the training,
as provided by Annex 4 on thc Training Evaluation. The process allows trainers to deternrine
how thcy need to adapt their training plans and delivery so that a training session or program
shall be most effectivc fbr participants.

The lnrl'rirrncnting MDAs shall cnsure that besides the training evaluation forrns under Annex 4;
sliall bc prepared and sunrrnarized by thc trainer. a report on the key issues on the fbrrn shall by
prepared by each agency and subnrittcd to the Secretariat.

b) Pre- und Post-K11ev! ',it Tcst

Befbre you bcgin tlre cor,rcnt of'the training, ask participants to conrplete a krro,',lcdgc-based
cprestionnaire tlrat asks 1he nr u,hat thcy already krrorv about tlrr' 1 iining topic.

,/ Pass or.rt the exact sanre clLrcstionnairc at thc end of tlre tir. r,ing to gauge how their answers
have changed ll'onr bcfore tlie training began.

'/ Keep the questions blic-1.

Focus clucstions on thc lcarnins ob-jcctivcs. (Notc: This questionnaire can also be adrninistered
cluring thc nceds analysis. You warrt to dctcnninc what participants alrcady know and therefbre.
wliat you can leave out o1'thc training or spcnd less and mclre time on).

Trainer Assessment

During brcaks, thc traincr(s)sir.,'rld asscss thc progrcss of thc trainirrg. If thcre is more tlian one
traincr, cach traincr shoulcl pro'n iclc honest ancl helpf ul f-cedback to cach other.

,/ Are thc participants cngaged'l

,/ Was therc possiblc conflsion on any portion of the session so far?

,/ Is rnorc timc nccdcd lbr a particular portion of the session?

,/ Arc thc traincrs goinu too first or clo tltey need to pick up the pace'/

'/ Are participallls ilrtr'racting as u group cnough?

Purti ci puttt C lt ec k-i rr

Ask participants bricfly horv things arc going. Find a convenient time to cither hand out a half-
slip of papcr and ask firur or livc qucstions or ask thenr vcrbally and -eet f'eedback frorr thc group:

'/ What ltavc you lcarncd so lirr in this training session that you didn't know before?
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./ What would you like to know more about that was addressed so far?

./ How is the pace of the session so far? Too Fast, Too Slow, Just Right?

./ What did you like best about the morning (or afternoon) session?

./ How can the trainers make the remainder of the session most effective for you?

Po st-training p articip ant fee db ac k

Suggested questions:

./ What has gone well so far in this training?

'/ What have you learned that is new?

,/ What was presented that you already knew?

./ What would you like to know more about?

/ What can the trainer(s) do differently to make the training more effective?

,/ What can you as participants do to make it more effective?

The following is just a list of the types of evaluation that could take place in any training course

Phase 6: Review of Training Impact

This level of assessment/ evaluation shall be done approximately 3 to 6 months after the training.
The essence of this evaluation is to assess the extent to which skills, knowledge and experiences

learnt at the training have been transferred or applied in work environment. The evaluation shall
help the implementing MDA to determine the Return on Investment in the Training. Each

implementing MDA shall ensure that it conduct at least one impact assessment per year for its
training programmes. Such impact assessment reports shall be shared with the Secretariat.

The Implementing MDA shall be responsible in evaluating the effectiveness of the training in
order to advise on continuity or otherwise of the course.

o Training Evaluation Form: Skills, Attitude, Comfort
o Training Evaluation and Learning Self-Assessment
o Post-TrainingSummaryEvaluation
o Training Observation Instrument
o Expert Observer Rating Tool
o Group Activity Observation Form
r Evaluation using Focus Groups: Topic Guide
o TrainerAttributes: Competencies Self-Assessment
o lnstructional Design and Materials Evaluation Form
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11.0 COMMUNICATION ARRANGEMENTS

The basis for communications arrangements under the programme is summarised in this chapter.

The chapter also provides the guidance on complaints and compliments handling for the

Programme.

11.1 Guiding Principles for communication within the Programme

All communication within the programme shall be based on the approved communication

strategy and any other approved communication policies and procedures adapted by the

Secretariat. The management shall in its entirety adhere to the communication process as

articulated in the Communication Strategy.

The Secretariat shall apply the following tactics/objectives as set out to enhance its image and

achieve its Communication Strategy:

o Objective 1: To establish and entrench a culture of internal communication and information

sharing for enhanced staff engagement and delivery. The effectiveness of an organisation's

external communications is directly dependent on its internal systems, culture and

communication practices. For this reason, it is essential for the Secretariat to streamline its

approach to communication for effective engagement with its external stakeholders.

o Objective 2: To increase awareness on PFM reforms among strategic stakeholders for

enhanced understanding and support for the Progratnme. This objective takes a two-pronged

approach: first, raise the profile of the Secretariat and second, increase awareness on PFM

reforms.

Objective 3: To facilitate continuous learning and information sharing among Implementing

MDAs for improved service delivery.

Objective 4: To create synergies among the different stakeholders to promote ownership of
the PFMR.

Objective 5: To strengthen engagement with donors for enhanced focus towards achievement

of common goals and results of the programme.

o

a

o
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I2.O COMPLIMENTS AND COMPLAINTS HANDLING

Complaints will be handled in accordance with official guidelines, procedures, policies and

practices of each implernenting institution (as aligned with public service guidelines as issued by
the CAJ/Ombudsrnan, EACC and other relevant bodies from time to time). This includes:

a

o

o

T'he National Treasury Complaints Handling Policy and Procedures (as updated
from time to time). This provides for the PFMR Secretariat (as a semi-autonomous

department/division within the National Treasury) to receive complaints under the local
category option (other categories arc centrally through the National Treasury).

The Ministry of Public Service, Youth and Gender Affairs established complaints
handling system and service charter (complaints handling strategy/policy once

developed). 'Ihis provides for cornplaints to be handled through l7 registries distributed

across the Ministry through the various sectional head focal points. Once of these avenues

will be thrt-ruglr the Managernent Consulting Services Unit within the State Department

of Public Service.

As per Office of the Auditor General, complaints will be handled according to existing
procedures where cornplaints are channeled centrally to the Auditor General's office and

distributed to various Deputy Auditor General's fbr redress.

Each implementing agency should be able to demonstrate that its complaints handling systems

meets the following basic criteria:

o Multiple channels fbr receiving complaints liom stakeholders and the public
Defined processes through which complaints are received, registered and (see Figure in
below as an example)

o Clear mechanisms to acknowledge, assess and resolve issues/concerns (including

tirneliame tbr resolution and providing fcedback on status and progress of complaints).

o Stakeholders and the public are aware of the cornplaint handling procedures in place

and channels through whioh complaints can be lodged are accessible to the public.

r Roles and responsibilities fbr conrplaints handling officers and due processes to eb

followed are clearly defined.

o Responses to complainants are documented

o Process for handling confidential complaints

. Process of docurnentation, regular checking and monitoring of unresolved

grievances.

o Regular reporting (accountability) internally and externally on how complaints have

been handled within specified tirne periods.
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Responsibilities for Complaints Reports and Reporting:

It shall be the responsibility of the PFMR Secretariat within the National Treasury, the

Management Consulting Unit of the Ministry of Public Service Youth and Gender Affairs and

the result team focal point within the Office of the Auditor General (responsible for Key Result

Area 8) to ensure that for purposes of the PFMRS (and implementing programs such as

GESDEK) that:

(a) Each implementing institution's complaints handling arrangements are sufficiently
publicized with various channels accessible to the public.

(b) Each implementing agency compiles reports of all complaints received (including action

taken on them) and submit them to the EACC (comrption), Ombudsman

(maladministration), Public Procurement and Regulatory Authority (Procurement) or other

relevant institution in accordance v.,ith public service guidelines including annual

Performance Contracting Guidelines, annual EACC Performance Contracting Guidelines on

Eradication of Comrption Indicator and Commission on Administrative Justice (CAJ)

Guidelines on Complaints Resolution Indicator. Excerpts of these reports (as relevant to

complaints relating to the PFIvTRS) shall copied to the PFMR Secr'etariat on a quarterly basis

in the format in Annex 13. In .he case of the Office of the Auditor General (where the above

guidelines don't apply with regard to periodic reporting of complaints), the OAG will use

the simple template in Annex l3 to provide quarterly reports to PFMR.

(c) As part of the implementation of the PFMRS under the World Bank GESDEK Program, the

implementing agencies are required to implement actions that support application of the

World Bank Fraud and Comrption Policy. These includes an obligation to prevent fraud and

comrption and report to the Bank on where instances of F&C have occurred.
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13.0 MONITORING AND EVALUATION ARRANGEMENTS

This chapter outlines the Monitoring & Evaluation (M&E) arrangements for the Programme. The
Secretariat through the Programme Coordinator shall be responsible for coordination of the M&E
activities.

The Secretariat is responsible for monitoring and reporting on the progress and achievements of
the PFMR Strategy.

The Secretariat shall coordinate and submit consolidated M&E information and reports. The
monitoring of the results areas will be carried out by the Result Teams in relation to the PFMR
Strategy results frantework and the Annual Work Plans. The result teams from the MDA's and
Counties shall ensure that reports and findings are submitted to the Secretariat.

l3.l Monitoring and Evaluation Basis

The Secretariat shall ensure that Monitoring and Evaluation is guided by the following principles

o Regular and continuous dialogue with PFM stakeholder institutions;

o The established and agreed results framework of the PFMR Strategy;

o Narrative reporting from the PFM stakeholder institutions (quality assured by the
Secretariat);

o Financial and audit reports from the PFM stakeholder institutions (quality assured by the
Secretariat);

o Activities shall be regularly and systematically monitored and evaluated;

o Activities shall be built into the design of project activity;

o It shall be responsive and appropriate to the characteristics of the situation and the activities
(project) carried out. To the extent possible, monitoring & evaluation systems shall be
integrated with those of implementing MDAs; and

. Monitoring & Evaluation systems shall reflect the information needs and approaches
established by key institutional policies, such as the PFMR Strategy, the Constitution, and
the relevant laws.

13.2 Monitoring and Evaluation Guideline

The PFMR Secretariat shall be responsible for ensuring that Monitoring & Evaluation functions
are realized based on the following guidelines:
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Table I l: PFMR Monitoring and Evaluation Guide

Establishnrcnt ol'a facility fbl provicling sr.rllport to MDAs .lune 1020
ancl ('ounlics al to thc asscssrncnt flndi

I3.3 \lonitrlring ct l'lr aluatiort llcllorting ltcquircllten(s

Monitoring and Evaluation rcporting recluircnrerrts shall bc carricd out in linc with cllaptcr six of
the stratcgic plan. Thc Coorclinator shall cnsLrre that the li'cclucncy of the rcports is bascd on thc
fbllowing:

Annual MDAs work plans and quarterlv progress reports on relbrm implementation:

The work plans, and cluartcrly progress rcports arc a kcy npcrational tool fbr allocation of
fr-rnds to specific rclorrn activitics. Thcy should incluclc (ioK and DP firnding filr relbrnr

activitics ancl willbc preparcd by inrplcnrcnting MDAs anclconsoliclatcd by thc Sccrctaliat.

Quarterly progrcss rcports will providc infilrrnation orr cxpenditurc. rcsults indicalors and

capacity building activitics inrplcrncntcd.

Result Team's PFM Relbrm N'latrix and Results Rcports - The ['>]-M l{cfbrrtt Matrix
(sce Annex D) is thc kcy tool 1br rcsLrlt tearns to ulcasurc pr'ogrcss torvarcls rcsults aud agrce

on stratcgic changcs rcquircd. Thc Rclornr Matrix is intcndcd to bc clynanric and itcrativr-.

Kcy Stcps will be dcf incd fbr a two-ycar pcriod on a rollins trasis. artcl rcsult tcarns will
rcvielv. upclatc ancl dcflnc uew stcps annually basecl on progrcss torvarcls aclticveurertt ol
results indicators. I{csult tcanrs will identily activitics fbcLrscd on thc achicvcrncnt of kcy

stcps and rcporl agairrst thcnr rluartcrly. Result Tcanrs rvillcollcct and updatc tltc status ol
thc achicvcntcnt ol'kcy stcps ancl rcsults inclicators, drawing inlilrmatiort tl'orn tltc artnual

Completion of the Operational Manualto ensure it adequately
addresses the ongoing coordination ofthe strategy

June 2019 PFMR

Alignrncnt of' PFMR Sccrctariat staffing to new strategy,
including assignrnent of lcacl stafT to work rvith rcsult tcarns

and to rvork rvith inrplcnrcnting MDAs

Junc 201 9 PFMR

Monitoring and Evaluation capacity building for PFMR Continuous PFMR

Junc 2019

Coordination

PFMR

June 2020

June 2020

Ncw implcnrcnting agcncics co-optecl onto thc PI'MI{ SW(i.
SC'and JT('.

Development of an assessment framework for national and

county PFM performance that is aligned to the PFM Strategy
Development of PFMR M&E capacity building framework

PFMR

PFMR

PFMIT

Monitoring and
Evaluation
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performance assessmcnt of counties and MDAs. Result Teams will be convened quarlerly

by the Secretariat and submit repofts to the JTC.

Reporting on Coordination, Capacity and Cross-Cutting Issues: On a quarterly basis,

the Secretariat will monitor and repor-t on progress and challenges in reform coordination,
capacity building and the in'rplerrrentation of cross-cntting issues against the framework set

out in this strategy. The Secretariat will report annually on the rclated indicators included
in the Results Framework.

a

O Annual Perlbrmance Assessment of Counties and MDAs: Assessment of performance
of Counties and MDAs in the implementation of PFM systerns and their achievement of
relevant performance indicators in the Results Framework is key to determining the status

and requirements fbr capacity building and support on the implementatiorr of reforms. An
annual assessment of MDAs and Counties will be conducted, comntencing in2019120.

13.4 PFMR Reporting Requirements

The Secretariat and the lrnplernenting MDAs shall ensr.rre that the reports are aligned to the
prograrnnle funding. The reports are intended to infbrm stakeholders of the status of Program

irnplementation and the decisions/actions necessary for successful irnpleinentation of the Progranr.

The re6rorting programme shall include both annual and periodic reports as provided under Table
12.

13.4.1 Annual Report

Each report shall cover the period of one fiscal year (July 0l -June 30). The Annual Program report
will be prepared by the Secretariat and submittcd to the JTC by October 30th of each FY.

13.4.2 Quarterly Report

Each Rcsults Area will be overseen by a Rcsult Tear.n comprising of all the MDAs responsible for
implerlenting actions relcvant to the achievernent of results and rcporting on indicators. The
Structure and MDA Representation of Result Tcams are set out in Annex 6.

Each Rcsult Team will report quarterly using terlplates prescribed in Annex 7 to ensure that:

o [ssues lbr nranagerneltt attcntion in the achieveurent of results;

o The planned and actual status of both the Succcss Indicators, the Kcy Steps and the
associated indicators verification protocols;

a The planned and actual actions towards resolving bottlenecks and achieving results

The result tcarlls shall use the ternplatc in Annex 7 on quarterly basis, flor cornpiling and
forwarding the acltievemcnts of the results to thc Secretariat. These shall includc the fbllowing:

o The implenrenting MDA shall collect and providc to rcsponsible lcad MDA, thc Secretariat
thc statlls of key steps, the values of the sLlccess indicators and supporting evidence on a
quarterly basis by the l5'l'of the rnonth after thc close of each quartcr.
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The chair of the result team shall compile the result tearn's report, with the support of
the Secretariat, and submit it to the Accounting officer of the lead MDA with a copy to
tl-re Secretariat.

Thc Secretariat shall compile key issues on a quarterly basis on the achievement of
results frorn the quarterly reports (fbr the attention of the JTC, SC and NT senior
managemcnt).

The Secretariat shall compile the information on the status of results and
supporting evidence frorn Result Teams by July 3 lst, fbr the preceding financial year

for transmission to the Veriflcation Agent by the 5th of August.

13.,1.3 Mid-'l'erm Revielv Report

Mid-tenr rcview shall be conducted on the 30tl' rnonth afler cff-ectiveness and is anticipatecl to be

April 2021. The review shall analyse whether the Programmc is on track, what problems and

challcngcs the project is encountcring nnd what corrective actions are required.

For rnid-term cvaluations, either in-depth evaluations or desk cvaluatiorrs shall be used. Thc

Programme Coordinator during thc mid-tenn cvaluation shall asscss the perfonnance of tht:

prograrn and clccide whether the prograrr needs to be restructured. Thc fbrnat of the Rcport is

provided in Annex 10.

13.4.4 PrograntCiomplction lleport

Therc shall be an evaluation to be carried out at the end of evcry project by the Secretariat. The

evaluation shall assess whethcr the objcctives and goals were achieved in an effective and efficient
manncr, and providcs recomrnendations and lessons leamcd fiorn Program implernentation in

order to assist in determining whethcr to continue, replicate or cxpand the project.

Tho end of program cvaluation shall bc conducted not later than six (6) months prior to closing

date using the structure oullincd in Annex I l.

Table l2: Summary of M&E Reporting Deadlines

a

o

a

Annex 7Secretariat, JTC and
lead MDA

l5th day after the
end ofa quarter

QuarterlyResult Team reporting on
achievement with
Indicators/ Milestones,

Octobcr 30'r' Annex 8Annr.rally .lTC, WB & DPsAnnual Progress Rcport

February 2020 Annex l030ft Month
after
effectiveness
or April 2020

JTC, WB & DPSMid -term report

Anncx I IJTC. WB & DPs 6 rnonths befbre
project closure

Projcct
c losr.trc

Program Completion Report
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13.5 Coordination of M& EActivities

The Secretariat shall monitor and report on progress in reform coordination, capacity building and
the implementation of crosscutting issues against the framework set out in the Strategy. The
reporting shall be based on the indicators, included in the Results Framework.

M& E activities shall be monitored through the various result teams

Result Team-This is the key operational level in management with responsibility of
examining progress towards results and agree on strategic changes or actions required as a

comprehensive group of stakeholders. Result teams shall prepare rolling action plans and
update and report against them quarterly - these action plans are intended to be dynamic
and iterative.

Each Result team shall collect and provide evidence and compute the status of achievement
of key steps and results indicators.

Result teams shall be convened quarterly by the Secretariat, to review and submit the
reports to the Accounting Officer of all Results Area MDAs and copy to the Programme
Coordinator.

Figure 7: M&E Institutional Arrangements and Key Responsibilities

a

o

a

I
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f3.6 Result Based Management

The Secretariat and Result Teams shall be committed to pursue Results-Based Management
(RBM). This process as detailed out in Figure 9 strives to improve inanagement effectiveness and
accountability by:

o Defining realistic expected results

o Monitoring progress towards achievement of expected results

o Using results for management decisions and

o Reporting on performance.

o Improving/modifyingiadding partnerships, partner inputs

o Assisting in decision-making - whether or not to proceed

o Providing guidanceladvicellessons fbr redesign or design of next phase/activity

o Providing information for fund-raising and entrenching PFMR strategy within the Country,
and

. Providing independent assessment of results being achieved

13.6.1 Result Based l\{onitoring Approach

The Result based approach adopted through the Result teams ensure that the Secretariat and the
Implementing MDAs realizes the following:

Expands the scope of monitoring and evaluation along the results chain;

Ensures that Outcomes and Impact (overall Goal) are included in the plans to measure progress
and perfbrmance;

Implies a shift away from inputs and activities;

a

a

The Secretariat shall ensure that the result-based approach is realised through:

Result teams, organized around results areas, made up of the MDAs and Counties responsible
for taking actions and achieving specific results, shall be responsible for ensuring the delivery
of results in results areas.

a

a

a Result teams will include, but not be limited to, a core membership of technical officers from
implementing MDAs, and a member of the Secretariat. In addition, representatives of service
delivery MDAs, technical advisors and Developrnent Partners may be included. Where
necessary, county representation will be included and coordinated through the CoG Secretariat.
The Result teams will have a lead MDA which will be responsible fbr the delivery of results.
Result Team members will be appointed by the Accor,rnting Officer of the respective
implementing MDAs. Result teams may form a working sub-committee to deliver specific
results.

Result team shall meet at least on a quarterly basis to collectively review progress in
implementation, define future feasible steps and address challenges in irnplementation.

a
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Responsibilities of the Result Team

The main tasks of the result team shall include the following:
o tdentifying the actions required to deliver success and those responsible;

o Coordinating the collective implementation of those actions;

o Briefing heads of MDAs and senior management on progress and challenges reporting on the

achievement of results collectively; and

o Prepare action plans and report quarterly on progress, using an agreed template to respective

heads of MDA and the JTC.

o The main tasks of the result team include identifying the actions required to deliver success

and those responsible; coordinating the collective implementation of those actions; briefing

heads of MDA and senior management on progress and challenges; and reporting on the

achievement of results collectively.

o The Result Teams activities of reporting and monitoring shall be based on plans and reports

prepared on quarterly basis, using the template in Annex 6, to respective heads of MDA and

the JTC

13.6.2 Result Based Evaluation Approach

The result-based approach on evaluation shall be achieved through the following:

o Quarterly PFM Reforms Matrix: This is a summary of the status of achievement of key

steps for the current year and the expected steps for the following year and any follow up

actions required to address implementation issues. The matrix will be updated on a quarterly

based on the progress made by result teams.

Annual Strategy Results Framework: The Results Framework defines the indicators and the

institutional arrangements for data collection. The results framework is updated on an annual

basis using data collected by result teams and the Annual Performance Assessment of Counties

and MDAs.

Annual PFMR Strategy Implementation Report: The report is intended to provide status in

the achievement of the Strategy results in a given year in terms of key steps taken (reported

quarterly), results indicators (reported annually) and the decisions agreed for successful

achievement of future results.

a

a

a The Secretariat shall undertake the result-based approach in line with the RBM Result chain

as per Figure 8.
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Figure 8: The RBM Result Chain

t

13.7 Logical Framework

Table 13 shall form the basis under which the Secretariat and the tmplementing MDAs shall
develop monitoring tools (indicators). Table l3 provides a guiding framework on how indicators
and other activities are to be developed.

Table l3: Guide to Drafting Result Framework

ACTTVTIIES
Actions taken
through which

inputs are
mobilized to

produce specific
outputs

IMPLEMENTATION

OUTCOMES
The ghort-t€rno

and medium-
term effects of
an intervsrtim's
outputq chegc
in developmcnt
conditions

OUTPUTS
The products,
capital goods

and services that
result from
development
interventions

PLANNTNG

Terms such as: first, positive result or immediate result, prerequisites, short- and meCium-
term results

Questions such as: Where do we want to be in five years? What are the most immediate
things we are trying to change? What are the things that must be in place first before we can
achieve our goals and have an impact?

Outcome

InputsTerms such as: actions

Questions such as: What needs to be done to produce these outputs?

Terms such as: data sources, evidence ofMeans
verification
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Questions such as: What precise information do we need to measure our performance? How
shall we obtain this information'/ How much shall it cost? Can the information be monitored?

Assumptions made from
outcome to impact. Risks
that impact shall not be

achicved.

Impact statement
(U I timate be neJit,s ./br
target population)

Measure
progress
irnpact

of
against

Measure of
progress against
outcome

Assumptions made from
outputs to outcome. Risks
that outcome shall not be
achieved.

Outcome statement
(Short- to medium- term
change in development
situation)

Assumptions made from
activities to outputs. Risks
that outputs may not be

produced.

Outputs (Products emd

se rv ic'es--ta ngi b le and
intangiblc- deliverad
ot'provided)

Measure
progrcss
output

of
against

Milestones or key
targets for
production of
outputs

Preconditions
implementation
activities.

for
of

Input
(Tasl<s undertaken in
order to produce
outputs)

Table 14: The Logical Framework

13.8 Guidance for Logical Framework

The Secretariat shall ensure that a log frame represent a feasible and measurable plan for
achievement of the Purpose and Goal.

These factors included in thc logical framework must be monitored to ensure that managers

are in a position to respond to changes in the operating environment.

The Programme Coordinator shall ensure that risks and assumptions during the project
implementations are provided and subject to regular monitoring.

13.9 Monitoringlndicators

The Secretariat shall recognize the general definition of an indicator as a quantitative or qualitative
fbctor that provides a simple and reliable means to measure achievement or to reflect the changes

connected to a project/programme.

For each selected indicator, an indicator reference shall be prepared detailing when, how whereby
whom the necessary information shall be collected.

o

a

o
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Best Practice 'Do's' for Indicators and Means of Verification

Indicators

o Indicators should be SMART - Specific, Measurable, Accurate, Realistic, Timely.

o Indicators should be objectively verifiable, meaning that different persons using the same
indicator would obtain the same measurements.

o Outcome indicators (purpose level) reflect the target stakeholders and type of benefits.

o Outcome indicators include coverage of target group access to, use of, and satisfaction with
the capacity building course offered.

Means of Verification

o Indicators can be measurable at reasonable cost by existing means or by procedures to be
developed by the project. Responsibility is clearly assigned.

o Output indicators are derived fiom management record-keeping and internal analysis.

13.10 Selection of Indicators

The Result tearn shall base their reports on the prograrnrne indicators provided as per the Annex
ll. The indicators provided are based on the key resr,rlt areas and the cxpectations of the Result
team in ensuring that they fbnr the basis of thc ntonitoring reports.

Generally, the Secretariat shall guard against the lollowing weakncsses while selecting their
indicators:

o Too many Indicators-Managers tend to ask for too rnuch inforrnation, assuming that the rnorc
they know the better they shall be prepared. Infbnnation needs must bc rclated directly to
decision-rnaking roles and to levels of managcmcnt, more detail is required by rnanagers, whilc
aggregated and summarized data is used at highcr lcvcls.

o Selection of indicators should reflect the spccification of a minirnum sc1 of infbrmation.

o Don't select overly complex indicators. Some indicators prr-sent nrajor problerns for data
collection, either in terrns of the skills or the resourccs required.

-ELT-
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13.1t Review of Monitoring and Evaluation Functions

The Secretariat shall ensure that the M&E functions are properly constituted and have the capacity

to address M & E activities, by determining the following:

o Is there a unit or defined organization with the responsibility to do monitoring and

evaluation?

,/ If yes, how many staff and what are their current responsibilities for data collection,

processing, analysis and report preparation?

,/ If no, who shall be assigned responsibility for conducting and undertaking monitoring

functions?

,/ What skills and experience do the proposed or existing staff have?

o What are the resources available to the M&E unit or responsible unit'/ Consider items such

as vehicles, computers (hardware and software) as well as reculrent funding for operations.

o Are there any established procedures for doing monitoring atrd evaluation, including?

. Specification of targets in planned documents

o Regular ad-hoc surveys and reporting and dissemination of findings

o Existence of data collections tool

13.12 Monitoring and Evaluation Plan

The Monitoring and Evaluation reports shall be prepared in line with the work plan of the activities

carried out during the period. The M & E template below provides detailed reporting guideline to

be used by both the Secretariat/Implementing MDAs, as part of their regular reports:



Public Financial Management Reforms Progrtmme Operational Manual

Executive Summary

Section 1: Introduction

a) Background

Describe the background of that to be evaluated

b) Scope of evaluation
c) Evaluationmethodology
d) Limitations of the evaluation

Section 2: Summarize the Findings and Analysis related to the following:

a) Proiect performance assessment

b) Relevance of the project design: Did the project address/respond to the identif,ted objective/s.
show how if it did?

c) Effectiveness in the achievement of outcomes and outputs: Did the project achieve the
oblective it was meant to achieve? Explain how?

d) Efficiency in terms of timelines and resource use: Were the desired results achieved in time,
budget and the right quality? Explain.

e) Impact and progress towards the achievement of the developmental objective: What are the
effects occurring during implementation, completion, and during utilization of the project
outputs (this could be intended or un-intended effects)? Did the project cause the effects
(contributory or attributable)? Explain.

0 Sustainability in terms of financial, institutional, and technical capacities, partnerships with
stakeholders, environmental and social sustainability: what measures are put in place to
ensure that the project implementation is completed and how would the project allow
continued flow of benefits up to its full economic life? How were emerging issues

addressed?
g) Any other findings in terms of unanticipated or additional outcomes

Section 3: Summarize the lessons learnt and recommendations related to the following areas

a) Relevance of the project design
b) Effectiveness in the achievement of outcomes and outputs
c) Efficiency in terms of timelines and resource use

d) Impact and progress towards the achievement of the developmental obiective
e) Sustainability in terms of financial, institutional capacities, partnerships with stakeholders,

environmental and social sustainability.
f) Other findings in terms of unanticipated or additional outcomes
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Annex 2: Template for Annual Work Plan
MINISTRY/DEPARTMENT/AGENCY :

Output
Output indicator
Baseline
Target
Activitv
Activity Category (Reform Result, Systems, Capacity)
Activity Type
National or County PFM
Unit Cost
No of units
Frequency
Total cost

GoK National PFM incl. GESDeK
GoK County PFM (incl. KDSP)
Other GoK (not PFMR)
DP PFMR Basket (Denmark, Sweden)

FMR DP name (Sweden/Denmark)

Other DPs (Amt)
Other DP Name
Activity Start Date
July
Auzust
September

October
November
December
January

February
March
April
Mav
June

(

i
ir

1i

rt

ti
r
f'

I
f
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Annex 3: Training Needs Assessment Guide

Section A: Training Needs Analysis Process
1. Does a process for identifuing future training and professional development needs exist within

your department? Please /
Yes D NoO

If no go directly to question 8...

2. Which of the following statements best describes how your future training and professional

development needs are assessed?

NOTE: If the process involves a combination of the options given below then please / all

that apply)

Individually, by myself

By my line manager

By the Human Resources department

Other (Please Specify)

L]
o
o

3. How far into the future does this assessment plan for? Please /

6 months C

12 months

l8 months

24 months

None of the above (please specify)

tl
I

(
!
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Section A: Training Needs Analysis Process...... Continued

4 How often are your identified training needs reviewed in the period from one assessment to

the next? Please y'

Not at all D

Monthly D

Every six months tl
Annually O
Other (please specify)

5. Is this process documented or recorded in any way? Please y'

Yes O NoO
On a scale of I to 5 (1 being the worst and 5 being the best.) within your organization how
confident are you that the existing process will meet your future training/professional
development needs and aspirations? Please /

1 Not at all confident f]
2 Not confident in most regards D

3 Moderately confident D

+ Confident in most regards D

5 Completely confident tl
If you answered 1,2 or 3 for question 6 please give a brief explanation of why you believe this to
be so. If not go directly to question 8...

,
I
I

I
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Section B: Training Needs Effectiveness

On a scale of 1 to 5 (1 being the least effective and 5 being the most effective) how would you

rate the effectiveness of the process used to identify your training and professional development

needs? Please /

r Completelyineffective

z Ineffective in most regards

3 Moderately effective

+ Effective in most regards

5 Completely effective

If you answered 1,2 or 3 for question 8 please give a brief explanation of why you believe

this to be so. If not go directly to question 10...

10. Thinking back over the last 12 - 18 months, how well during that time on a scale of I to 4 (1

being not at all and 4 being completely) do you feel your identified training and

professional development needs were actually met? Please /

1 Not met at all D

2 Not met in most regards D

3 Met in most regards C

4 Met completely D

11. If you answered 1,2 or 3 for question l0 please give a brief explanation of why you believe

this to be so. If not go directly to question 12...

(

rl
D

D

D

o (

9

(

l

(

(
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Section B: Traininq Needs Effectiveness .... Continued
12. Do any of the following factors prevent you from meeting or
achieving your

Training/pro fessional
development needs?

Please /those that
applv.

Cost o
Capacity of workforce
Geography and location
ofvenue
Lack of managerial
support

Length of training
Personal circumstances D
Training not available

Other (Please Specify)

t2. Please list 3 ways, in your opinion, that the training needs process used within your

organization could be improved. (Please answer this question even if no planning process

exists within your organization).

3

Section C: Future Training and Professional Development Needs

t4. Thinking about the technical area you currently work or have an interest in. Please

list below any training you believe would be beneficial to you and is not, to the best of
your knowledge, currently being planned.

1

2
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15. Thinking about crosscutting topics/issues within the context of future training.

Please tick (r'; the 3 areas from the list below that you feel would be most beneficial to
your wider professional development (i.e. apart from any specific technical topics listed in

the preceding question) i.e.

r Time Management D
2 Project management O
3 Managing organizational change D
4 Improving service quality O
s Leadership !
6 Managing Budgets D
7 FinancialManagement D

Section C: Future Training and Professional Development Needs.......Continued

16 From the 3 areas/topics you identified in question 15, please further expand on these

answers

2

L7 Thinking back over the last 12 - 18 months, have you attended any unique or
distinctive training courses that you feel were of value and that you would recommend to

others? Please state the name of the course/s, training provider/s and give a brief description
ofthe course/s.

I

3

.

I
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Section D: Personal Details

Please note all information will be treated in strictest confidence. However, it will be

helpful to have some personal information for the purposes of analysis.

18. Please state the section you work under i.e. /

BUDGET D ACCOUNTS O PROCUREMENT D AUDIT C ICT O

Please state your cunent role

Thank You for taking the time to complete this questionnaire. Your co-operation is greatly
appreciated.

All completed questionnaires can be returned by
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Audience is largely
passive.

Conveys large sum of
information; fast; efficient
forum allows exploration of
content in more detail.

Lecture
Lecture-Forum
(with question cards

or question/ answer
period)

Audience is largely
passive with exception

of expanding panel;

expanding panel not

practical with groups

larger than 20.

Adds different points of
view to content.

Panel

Panel forum

IS largelyAudience
passive

Provides different points of
view; thought revoking.

Debate

Learning points can be

confusing or lost.

A few participants

may dominate the

discussion,

Time control is more

difficult.
Audience is largely

passive; reaction panel

may not represent all
views of the group.

Trainer orally presents

new information to the

group.

Keeps participants

interested and involved.

Resources can be

discovered and shared.

Learning can be observed.

Lots of information;

fast; new points of view; a

more organised question

and-answer format;

reaction panel can

speak

Presentation

Presentation with
Listening Teams
(Participants given

Listening
assignment

before presentation

question speaker

afterward)

Presentation with
Reaction Panel
(smallgroup listens

and forms panel

following
presentation)

Learning points can

be confusing or lost.

A few participants

may dominate the

discussion.

Time control is more

difficult.
Inexperienced leader

may be unable to use

format for attitudinal
purposes.

Group Discussion
(of given topic)

Buzz Groups
(short, time-limited

discussion on given

subject)

Keeps participants

interested and

involved.
Resources can be

discovered and shared.

Learning can be observed.

Participants are active;

allows chance

to hear other points

of view;quieter
people can express

Viewpoints and ideas.

Can get all participants

involved in

collecting a lot of
information.

The problem/issue

must be clearly defined.

Time control is more

difficult.

Brainstorming

Annex 4: Training Methods

INFORMATIONAL
Trainer should be an

interesting speaker, able to
self-limit and stick to time, be

able to facilitate questions

effecti

Leader must express solid set

of ground rules and have skills

to enforce them.

Same as for panel.

Trainer should structure

listening assignment with
clear purpose; must

select panellists from a cross-

section ofthe group.

Trainer divides large group

into small groups; groups of 4-
6 are most effective.

Small group has a short time to

discuss a topic or solve a

problem.

Trainer should be able to give

clear instructions and keep

discussion on target.

Main function is judging when

to cut offdiscussion.

For idea generation

and creative group

thinking; all participants
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Quickly generate ideas

Good for problem ,olring;
quick change ofpace; filler;
allows all to participate;
validates ideas of group.

Need clear trigger
questions and evaluation/
discussion afterwards;

somewhat over-used
method; requires careful
facilitation.

present many ideas as rapidly
as possible on a problem or
issue. Then group organizes
list into categories for further
discussion.
Do not evaluate, criticize,
omit, or discuss contributions
until all are written; record in
contributor's own words; use

another person to record if
possible.

ATTITUDINAL
Task Groups Sustained interaction

allows quieter people to
express themselves;

validates participants.

Time consuming;
requires great degree of
self-direction and group

maturity.

Keep groups small and diverse
with sustained interaction and

clear purpose.

BEHAVIOURAL
Role-PIay
Mini-Role-Play

Helps retention.

Allows participants to
practice new skills in a
controlled environment.
Participants are

actively involved.
Observers can impact
attitude and behaviour.

Requires preparation time.
May be difficult to
tailor to all situations.
Needs sufficient class time
for exercise completion
and feedback

Requires maturity and

willingness of groups;

requires trainer have

excellent facilitation
skills.

Participants act out
problem-solving situations
similar to those

they shall encounter in their
workplace.
Trainer needs skill and

understanding-must get

people into roles, give
directions, and establish a

climate of trust. Trainer needs

insight into how an activity
may pose a threat to some

individuals; ability to help
group process & de-brief. Use

in well-formed group. Can be

structured into dyad, triad, and

fishbowl.

"Movie" (role-play
assisted by feedback,
"more_, or less _")

Useful in rehearsing new
skills, behaviours.

(Same as for role-play,
intensive and time
consuming.)

Simulation games Intense involvement;
practice skills in
problem solving and

decision-making

Competitive; requires a

game and possibly a

consultant to help

facilitate; time consuming.

A package game requires prep
time for the leader to learn the
rules and directions

Case study
Mini-case study
(problem situations

for small groups to

Requires active participant
involvement.
Can simulate performance

required after training?

Information must

be precise and kept Up to
date. Needs enough class

time for participants

Participants are given
information about a situation
and directed to come to a

decision
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or solve a problem concerning

the situation.
Trainer needs to have

knowledge and skills to

"solve" the problem;

may need to design own

studies;

compare approaches of several

$oups and reinforce best

solutions.

Learning can be observed.

Opportunity to apply new

knowledge;
requires judgment; good

assessment tool;
participant's active; chance

to practice skills.

to complete the case.

Participants can become

too interested in the case

content.

Case study must be

relevant to learner's needs

and daily concerns.

analyse)

Critical incident
(small section of case

stating most critical
or dramatic moment)

Must be accurate and

relevant to participants.

Written examples

can require lengthy
preparation time.

Trainer demonstrations
may be difficult for all
participants to

see well.
Method more effective if
participants are active;

feedback must follow
immediately after
practice.

Participants are shown the

correct steps for completing a

task or are shown an example

of a correctly completed task.

Requires skill to model desired

behaviour; break procedure

down into simple steps; ability
to provide feedback.

Demonstration
Demonstration
with
practice
(by participants)

Aids comprehension
and retention.

Stimulates participants'
interest.

Can give participants

model to follow.
Allows for optional

modelling of desired

behaviour/skill; can

be active; good for
learning simple skills.

Act as a resource to groupsDifferent points of
view and feedback;

participant active;
good for translating

information into
ski11s.

Group should have

enough knowledge or

insight to coach one

another.

Skills practice lab
(small participant
goups practice

together).

PLANNING
Requires mature $oup
that can self-direct and

stay on task; time
consuming.

Leader serves as resource once

directions are given.
Group discussion
with
decision-making
regarding
a new action
Individual or group
planning session

with
report

Validates maturity and

needs of group members;

members have best insight
into their problems and

needs onthejob;
group leaves session with
practical,

constructive and mutual
goals; groups
get ideas from one another.
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Annex 5: Training Evaluation Form

Date

Title of train

Location of training:

Trainer:

Instructions: Plcase indicate level of with the statements listed below in #l-11

)

)

I
)
)

I

t

,
)

i

I
I
)

;

I
,
)

l. The objectives of the

training were clearly
defined.

2. Participation
interaction
encouraged.

and

were

3. The topics covered were

relevant to me.

4. The content was

organized and easy to
follow.

5. The materials distributed

were helpful

6, This training expenence

shall be useful in my
work.

7, The trainer was

knowledgeable about the

training topics

8. The trainer was well
prepared.

9. The training objectives

were met.

10. The time allotted for the

training was suffi cient.

11. The meeting room and

facilities were

adequate and

comfortable.
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12. What 4id,y-op like most about this training?

13. What aspects of the training could be improved?
I

I
,t

i14. How do you hope to change your practice as a result of this training?

15. What additional trainings would you like to have in the future?

16. Please share other comments or expand on previous responses here

Thank you for your feedback

I

!
t
(
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Annex 6 : Terms of Reference for Result Teams

Background and Objective

In addition to the established PFMR Strategy Structures, Result Teams will be responsible for
ensuring the delivery of Program results, will be established and operational. Result teams will
be structured around results areas groups depending on the most appropriate working structure.

Each result has a lead MDA identified, which will be responsible for overseeing the delivery of
that result. Implementing MDAs will be responsible for delivery associated feasible actions to
address PFM bottlenecks in service delivery and enable the achievement of results. Result
teams will be made up of Lead and Implementing MDAs. The Result Team will report to
Heads of the Lead MDAs responsible for the achievement of results.

The result teams will be chaired by representatives of the lead MDAs. The lead MDA chairing
the result team will report to the Secretariat, and the JTC and SC on plans and the actual
delivery of results.

Tasks of the Result Teams include:

Identify feasible actions, which are oriented towards resolving bottlenecks to service delivery
and achieving results, including key steps and success indicator targets.

Ensure that relevant departments are assigned from each implementing MDA for the delivery
of each feasible action within each result area and indicator.
Collectively work through achievement of feasible actions, identifying risks and challenges,
and adapting actions to ensure they remain oriented towards success.

Ensure that variable reform inputs related to feasible actions are costed, budgetary units
identified, and that these are integrated into a) departmental annual work plans b) PFMR
annual work plans and c) budget allocations for the relevant budgetary units.
Ensuring that heads of department and senior management (authorizers) and the Secretariat
are updated on progress towards achievement of results, and any challenges faced as

implementation progresses.

As implementation progresses and the team's understanding evolves, updating the bottlenecks,
underlying causes behind those problems, and the changes in behaviour required to address

those problems.

,
)

i
I
I

)

I

I

Reporting by Result Teams



Implementing MDAs will report to the lead MDA on the planned and Implemented Actions

oriented towards resolving bottlenecks and achieving results and the costs of those activities

before the end ofeach quarter.

Each lead MDA will prepare elements of the summary quarterly report for the results under

its responsibility, using the template in Annex 7 on:
,/ Issues for management attention in the achievement of results

'/ The planned and actual status of results.
,/ Planned and Implemented Actions oriented towards resolving bottlenecks and

achieving results.
,/ Evidence of compliance in the achievement of Disbursement Linked Results

The implementing MDAs will also prepare, at least on an annual basis:
,/ The systems to be developed, adapted and used in achieving results and their status
,/ The costs of variable reform inputs for the current and subsequent financial year and the

medium tetm
In result teams where there is more than one lead MDA, the head of each lead MDA will

submit their contributions to the report to the head of the department chairing the result team.

The chair of the result team, with the support of the Secretariat, will compile inputs from the

different lead MDAs into a result team repoft.
The representative of the MDA chairing the result team will then submit the report to the

Secretariat and the JTC (and other governance affangements as the case may be) on or before

the 15th day after the close of each quarter.

Meetings of the Result Teams

Meetings will be held when needed and at least on a quarterly basis to collectively review

progress in implementation, define future feasible steps and address challenges in

implementation. The decision-making process will be on a majority vote basis (of members

present during the rneeting).

The Secretariat will support the chair of the Result Team to organize meetings and facilitate the

process

Public Financial Manegement Reforms Programme Operational Manual
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Objcclir e l:
(-.onlirnr thc achier ement

Area

Annex 7: Quartcrll' Reporting Templatc

Result Area:

MDA/Agcno

Conlirm if thc uirements for re itin were rovirlctl

0verall Checklist Checklist t lrt'r hlrst ( lrr t'l.list clt ( onrnie iit\
of Compliance area I area 2 arcu J iu'fil I
iltQ4l.!eqclcs

-EL

Othcr urcus .fittnt .,.,-,
y.t11 1; i yttlrt rttllc

Summarl'of the Results

No Name

II
I

)

)

i

I
I
)

I

I

I

i

I

t

I

I

I
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Annex 8: Annual Reporting

Section l: Introduction
Background
Describe the background of that which was monitored &Evaluated
Scope of monitoring
Monitoring/data collection rnethodology
Lirnitations of the rnonitoring

Section 2: Summarize the Findings and Analvsis related to the following:
lan activi

Comments

General Pro ect/ work
What was to be done What was done

lementation

Input:
..Indicator What was to be

used (indicator
target)

What was used (indicator
Achievement)

Comment

Output

Indicator Targct Achievement Comments

Outconle

Indicator Targct Achieved Comment

Impact
Assess progress/ contribution realized towards achieving of impacts. (Mention/name those
impacts)

Any other finding/ comments

Evaluation

I

I

t

'I

I

i
I

I

(

i

i

I

I

I

(
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Annex 9: Formats for Program Reports

1.
)
3.

4.

5.

Progress Report for period from . . .. To

EXECUTIVE SUMMARY
INTRODUCTION
KEY HIGHLIGHTS
ACHEIVEMENT OF RESULTS
PROGRAM MANAGEMENT

'l'his section will provide a brief a sumrnary of activities under each of the following categories:

. Results Verification Process - including update on timing of verification

. Disbursements including schedule of next disbursement deadlines

. Program Expenditures
o Financial Management
. Program Action Plan Implementation (by subset of activities: Planning and Budgeting;

Intemal Control; External Audit; Procurement; Governance and Anti-Comtption, Safeguards

Treasury Management and Funds Florv)
o Fraud and Corruption - including cases and actions taken

o Grievance Redress - complaints and which ones were submitted to the World Bank

o Capacity Building Activities

LESSONS LEARNED
RISKS FOR PROJECT PROGRESS

APPENDIXES
o Results Framework Matrix, DLIs Matrix;
o Financial Management Report
o PAP Matrix
o Details of Program Expenditures
o Individual reports by each Result Team responsible for each DLI and feasible steps

o Copies of Verification letters and Disbursement requests

6

7

-rllT-
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Annex l0: Mid-Term Review Report

(

I

,

I

I

I
i

I

I

t

I

I
I

I

I

{

PROJECT IMPLEMENTATION
a. Overall Achievement of Program Objectives
b. Implementation Issues at Program Level
c. Implementation Issues by Result Areas
d. Achievement by Result areas

e. Program Expenditures
f. Achievements of Program Action Plan
g. Technical Assistance
h. Summary of the results from Monitoring and Evaluation and Reports.

FINANCIAL MANAGEMENT AND CONTROLS
a. Planning and Budgeting
b. Funds flow
c. Financial reporting
d. Internal Control

OTHER FACTORS AFFECTING IMPLEMENTATION

LESSONS LEARNED

FUTURE CHALLENGES AND THE WAY FORWARD

RECOMMENDATIONS AND AGREEM ENTS

I
1

!

I
i

I
I
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Annex l1: Program Implementation Completion and Results Report

EXECUTIVE SUMMARY (2 pages) to give a summary of the main report

COLINTRY CONTEXT

SECTORAL AND INSTITUTIONAL CONTEXT

PROJECT IMPLEMENTATION
a. Overall Achievement of Program Objectives
b. Implementation Issues by Result Area
c. Achievement by results
d. Program Expenditures
e. Achievements of Program Action Plan
f. Technical Assistance
g. Monitoring and Evaluation.

FINANCIAL MANAGEMENT AND CONTROLS
a. Planning and Budgeting
b. Funds flow
c. Financial reporting
d. Internal Control

LESSONS LEARNED

FUTURE CHALLENGES AND THE WAY FORWARD

RECOMMENDATIONS AND AGREEMENTS

ANNEXES

-tttt-
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Annex 13: Environmental Code of Practice (E-Waste)

INTRODT:CTION

Project Description
'fhe vision is to crcatc "o public.financiul ,rronagement systen, that is fficient, efJbctive, ond
cquitable.fbr tronspurenc),, occountobility and improved service delivery". The overall goal of
tlris Refbnn Strategy is to ensure 'A public ./inance ,nortogentent system that promotes
trunsporertc)i, uccountubilitl', equity,./iscal discipline and efficiency in the management and
usc oJ'publii resources.fitr improved service delivery und econontic development".
The PDO is to improve utilizatiorr and transparency of resource managernent in selected service
clelivery MDAs. Corrpared to the overall objective of the Government's program, this PDO
ref'lccts that the operation does not facilitatc expenditr"rre prioritization between sectors or
cxpcnditure categories (which is why it does not inclr"rde ref-erences to "use of public resources"
and "Equity"). It also rcflects that the operation does not directly target wider issues of "service
dclivery and economic dcvcloprnent" but fbcuses on the enabling environment. Many additional
relbrrn actions wor-rld be necdecl along the results chain to achieve irnpact on c'conomic
dcvclopment, arrongst others.

Program Ob.iective

Thc objective is to "ensure a public finance system that prclmotes transparency, accountability,
cquity, fiscal discipline and efficiency in thc management and use of public resources for
improved service delivery and economic devcloprrent". The PDO of the PforR is closely aligned
with this objective while reflecting that the Program will only support part of the Strategy. The
PDO tbr thc PfbrR is to improve utilization and transparency of resource managenrent in

sclccted service delivery MDAs.

Rationale of this ECOP

Tlrc main environrncntal issues associated with the Prograrn will be the recycle/disposal of
obsolcte electronic and clcctric equipment's at the end of thcir useful lives (3-Syears). Since
rcgulations on disposal of c-wastc in Kenya, is on-going. this program specific ECOP has been

dcvelopcd for the collcction, transport. storagc and disposal of e-waste fiorn the program. It is
anticipatcd that this program specific ECOP will supplement and accompany more detailed
national lcgislation and rcgulations for disposal hazardous waste. The lmplementing MDAs will
nccd to ensure that they have procedures in place to rneet the requirements of this ECOP,
rvhcthcr they are through private sector recycler or vendor take back schcmes processes.

I,IIGAL AND POLICY FRAMEWORK

f'hc Constitution of Kenva 2010

Kcnl'a has a supreme law in the fonn of the New Constitution which was promulgated on the
27th of August 2010 and which takcs suprcmacy over all aspects of life and activity. The
('onstitution is the suprenle law of the Republic and binds all persons and all State organs at all
lcvcls o1' rnrnent. This 2010 Constitution of K a vides the broad framework re ln
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all existence and development aspects of interest to the people of Kenya, and along which all
national and sectoral legislative documents are drawn.

In relation to the environment, Article 42 of Chapter Four, The Bill of Rights, confers to every
person the right to a clean and healthy environment, which includes the right to have the
environment protected for the benefit of present and future generations through legislative
measures, particularly those contemplated in Article 69, and to have obligations relating to the
environment fulfilled under Article 70. Chapter 5 of the 2010 Constitution provides the main
pillars on which the 77 environmental statutes are hinged.

Environmental Management and Coordination Act, 1999 amended 2015

The Environmental Management and Coordination Act of 1999 (EMCA) amended 2015 is an

Act of Parliament that provides for the establishment of an appropriate legal and institutional
framework for the management of the environment. The Act allows the Cabinet Secretary in
charge of environment to gazette standards, regulations and guidelines for the proper
management, conservation and protection of the environment.
EMCA, 1999 amended 2015 has a general definition of hazardous waste in the Fifth Schedule

which describes e-wastes as having five distinct characteristics i.e. explosivity, flamrnability,
oxidizivity, toxicity and corrosivity. The e-waste contains compounds of metals classified as

hazardous wastes by virtue of its constituents. Section 5 of the e-waste Management Guidelines
requires the e-waste generator to minimize e-waste and eliminate e-waste altogether as well as

identifying and eliminating potential negative irnpacts of the product, enabling the recovery and
reuse of the product, reclamation and recycling and incorporating environmental concerns in the

design and disposal of a product. Sections 17-23 require the generators of hazardous waste to

conduct an environmental and impact assessment (EIA) and labelled clearly the "hazardous
waste". The Designated National Authority uses Basel Convention guidelines, and NEMA over
sees the entire transport of such materials.

The EMCA has introduced what is in effect is a parallel system for managing hazardous

chemicals and hazardous waste. Section 91 provides the characteristics of hazard. The Act
provides thathazardous waste and substances and chemica.ls shall not be imported into Kenya
or exported from Kenya or transported through Kenya without a valid permit issued by the
authority (NEMA). Where the e-wastes are being exported from Kenya the written conscnt of
the receiving country must also be obtained. This is a requirement under the Basel Convention
on the transboundary movement of hazardous waste, it is a 1989 convention anr! it imposes a
system, which is known as prior informed consent requirement.

Under Section 93 the Act prohibits the discharge of hazarciorls substances or chemicals into any
waters or other segments of the environment. A person who is responsible for the discharge
shall pay the cost of removing the substance or chemicals including the cost incur:red by the
government in restoring the environment which has been damaged.

Part II of the Environment Management & Coordination Act, 1999 states that every person in
Kenya is entitled to a clean and healthy environment and has the duty to safeguard and enhance
the environment. In order to partly ensure this is achieved, Part VI of the Act directs that any
new program, activity or operation should undergo environmental impact assessment and a

report prepared for submission to the National Environmental Management Authority (NEMA),
who in turn may issue a license as appropriate. The Act provides for the setting up of the various
EIA (ESIA) Regulations and Guidelines, which are discussed below.
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Environmental Impact Assessment and Audit Regulations, 2003
This regulation provides guidelines for conducting Environmental Impact Assessments and
Audits. It offers guidance on the fundamental aspects on which emphasis must be laid during
field study and outlines the nature and structure oi Environmental Impact Assessments and

Audit reports. The legislation further explains the legal consequences of partial or non-
compliance to the provisions of the Act.

Environmental Management Co-ordination (Waste Management Regulations):
The regulatron provides that a waste generator shall use cleaner production methods, segregate

waste generated, and the waste transporter should be licensed. The notice further states no person

shall engage ln any activity likely to generate any hazardous waste without a valid
Environmental Impact Assessment license issued by the National Environment Management
Authority (NEMA). The Environmental Management and Co-ordination (Waste Management)
Regulations 2006, is the government's legal instrument that deals with waste management in
Kenya. Although there rs no direct provision for e-waste, the e-waste Management Regulations
2006 apply to electronic waste by virtue of their cornposition, which includes several of the
substances listed as haza:dou,, wa.te.

Draft E-Waste Regulations
Kenya prepared draft guidelines for e-waste management in 2013, which are yet to come into
force. Furlher, the Environmental Management and Co-ordination (Waste Management
Regulations) regulations 2006, rnay apply to electronic waste where they can be classified as

h zardous waste. In 2013, Kenya completed the development of e-waste regulations, which are

strll considered draft pending official gazettement before enactment into law. Key highlights of
the regulations include among others:

EnvrRoN iENTAL coDE oF rRACTTcE REeUTREMENTS

Electronic Waste and Potential Environmental Impacts
Electronic Waste (e-Waste) comprise of electronrc/electrical goods which.are not fit for their
oliginally intended use or products that have reached their end-life. E-waste in this prograrn will
compnse cornputers, monitors, CPUs, tablets, laptops, printers, copiers, faxes, accessories such
as (speal. -,' yb, rrds. cables, e.t.c), projectors, cell phones, chargers and other accessories.
The e-waste contains hazardous substances present in the items when such wastes are drsmantled
and processed. E-waste if not managed properly, can be a dangerous threat to human health and
the environment including persistent, bio-accumulative and toxic substances, such as

bromrnated flame retardants, heavy metals (e.g., lead, nickel, chromium, mercury), and
persistent organic pollutants (e g., polychlorinated biphenyls (PCBs). This threat can result from
two sources. First, through leachrng of hazardous substances. lead, mercury, cadmium, and

lithium into the environment from e-waste that is disposed of in normal (non-engineered)
landfills and refuse dumps. Second, through irnproper recycling techniques, which are employed
in the informal re,-'1'cling ssctor and rmproper domestic disposal.
Effective management of e-waste can ensure that these potential negative impacts are not
realized because of this program. Indeed, through the increased awareness activities, it is

expected that the program, guided by this ECOP, will have long-term positive impacts on public
health.
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E-Waste Management Approach

The approach adoptecl seeks to avoid the potential environmental irnpacts created by improper
management of e-waste. Mitigation measures proposed comprise five fundamental stages or
approaches namely (i) preparing e-waste disposal procedures, (ii) creating awareness and

training of MDAs on e-waste (iii) identifying e-waste for disposal, (iv) segregation of the e-

waste (v) identification of licensed recycler and delivery of e-waste to the recycling/treatment
facility.
. Preparing e-waste disposal procedures: The hnplernentirrg MDAs will prepare

procedures to guidc the disposal of the e-waste that is procured under the program. The e-

waste disposal procedures will lay down guidelines and procedures in disposing end of use

electronic and elcctric assets and equipment consistent with this ECOP and involve the

mairrtcnance of checklists of compliance at least on an annualbasis. These will be approved
by the accountirrg offlccr of the irnplcrnenting MDA or an appropriate officer with authority
to do so.

o Creating awareness and training for Implementing MDAs staff on e-waste: The
program will create awareness among staff on the irlportance of e-waste managenlent and,

policics ancl procedurcs in place for safe disposal of e-waste. The program will ensr.rre that
workers lrandling e-waste are trained on personal protection, handling of hazardous products
and handling e-waste. The program will collaborate with national entities such as NEMA
ancl clcctronic vcndors to help in improve e-waste managerllent systems in Kenya.

o ldentil)'ing the e-waste for disposal. This includes such items as computers, monitors,
CPUs. tablcts. laptops, printers, copiers, faxes, accessories such as (speakers, keyboards,

cables. c.t.c), projcctors, cell phones and any chargers
o Segregation and storage of e-waste. Workers handling e-waste should be trained to

segrcgate e-waste that can be refurbished for re-use or donated to schools and other
institLrtions and the rcst of c-waste that needs to dispose/rccycled. The e-waste due for
disposal should bc properly stored to avoid leakage and ernission of radioactive materials
founcl within end of use clectronic and electric products.

o ldentilication of licensed recycler and delivery of e-waste to the recycling facility. The
prograrn will idcntify NEMA accredited c-waste recycling company (ies) in Kenya and

establish partnership or collaboration to ensure e-waste generatcd by the program is disposed

appropriately. In Kenya the East African Compliant Recycling Company (EACRC) Lirnited
locatcd on the Mombasa Road in Nairobi, is an example of a private company that has been

cstablished with capacity to recycle and treat the e-waste at no cost to the waste generator.

The EACRC is opcrating Kenya's first e-waste rccycling facility, operating to international
hcalth, saf'cty and cnvironmental standards and establishing a local, sustainable IT e-waste

recycling industry. The program can pursue partnerships with the major vendors of
clectronic and clcctric ecluiprncnt for potential 'takc back schcmes.

Capacity-Building and Monitoring of ECOP Implementation: As part of the capacity
bLrilding to bc proviclcd firr inrplcrnentation of the prclposed opcrations, the Implementing
MDAs and relevant statf will receive training in the ECOP's application. The World Bank
will monitor and provide guidance in the impleuentation of thc ECOP. For this purpose,

Project lmplerncntation Unit (PIU) will establish a mortitoring nrcclianistn as part of the

prograrn uranagcnrcut systeln as part of its POM.

a
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Ycs No Cttrttrttcr.rts

Typc of elcctronic ancl clcctric equiprncnt
to bc rrurchascd unclcr Prosrarun.rc

Ouantity of c-cqLriDnrcnt to bc Durchased
Expectcd 'lilcsparr' tbr thc clcctronic ancl

electric equipmcnt'l
Agcncy maintains Lrp-to datc rcgistry ot
clcctronic ancl clcctlic ccpriprncnt
purchascd which includcs cquipnrcnt
purchased unclcr pro granlurc.

Equipnient Purchascd liom rcputablc
vcndor( s )

Quantity and Dcscription o1'obsoletc c-
equipment
Obsoletc equipmcnt rctunred to tlrc
vcndor
E-waste scgregatcd fi'orn other fbrms of
wastc

Quantity ancl Dcscription of c-wastc fbr
disposal

Agency idcntiflcd liccnscd 'recycler' firr
disposal and trcatmcnt ol'c-wastc
Docs thc rccycling facility havc
appropriatc hcalth and saf cty.
environmental, hazardous materials and
quality matcrials nranagcnrcnt svstr;nr

rccycling orE-wastc dclivcrcd to
treatn'lcut fhciIity

PUBLIC DISCLOSURE

This ECOP will be shared with all relevant stakeholders, relevant Implementing MDAs, and
Development Partners. Subsequcntly, it will be disclosed on MDAs websites.

CHECKLIST FOR E-WASTE

Thc chccklist bclow is dcsigncd fbr cach irnplcrnenting agcncy tcl maintain and update, at least on an

annual basis, as a record olits implcrncntation of thc ECOP.

A: d Inlbrmation:

B: E-waste dis osal checklist

Name of the Agencv:
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