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Date
Part I of the Performance Form A sets out the target outputs to be delivered in the Financial Year, and the time at which they are planned to be delivered. It also links the expected outputs the activities that will be carried out, the inputs required to achieve the outputs and the associated approved budget.  Outputs must be consistent with the Budget Framework Paper and the Ministerial Policy Statement as submitted to Parliament.

To: 
The Permanent Secretary










Financial Year ………………….
Secretary to the Treasury









Ministry/Agency ……………………………………… 
A1: Vote Function: [Enter Vote Function Name Here] (Please fill additional templates for all the Vote Functions under the Vote)
A2: Programmes

Programme 1: Target Outputs, Activities, Inputs and Approved Budget
	Output Description
	Output Indicator(s)
	Financial Year ………………………………………………..

	
	
	Annual Planned Output Target
	Timing of Output ( e.g. Q1, Q2)
	Planned Activities to Deliver Outputs (including Quantity and location)
	Description of Inputs Required
	Approved Budget

	     
	     
	     
	     
	     
	     
	

	     
	     
	     
	     
	     
	     
	

	     
	     
	     
	     
	     
	     
	

	     
	     
	     
	     
	     
	     
	


Note: Please fill additional templates for all the Programmes in the relevant Vote Function under the Vote 

A3: Projects

Project 1: Target Outputs, Activities, Inputs and Approved Budget 
	Output Description
	Output Indicator(s)
	Financial Year ………………………………………………..

	
	
	Annual Planned Output Target
	Timing of Output ( e.g. Q1, Q2)
	Planned Activities to Deliver Outputs (including Quantity and location)
	Description of Inputs Required
	Approved Budget

	     
	     
	     
	     
	     
	     
	

	     
	     
	     
	     
	     
	     
	

	     
	     
	     
	     
	     
	     
	

	     
	     
	     
	     
	     
	     
	


Note:  Please fill additional templates for all the Projects Programmes under the Vote 

I ……………………………… hereby undertake, as the Accounting Officer for Vote …………………………………………… to prepare and submit the Annual and Quarterly Work Plans, and reports on the Monitorable  Output Targets as set forth above, subject to availability of budgeted resources. 
…………………………………………………….

Signature
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Date

Part II of the Performance Form A tracks in-year physical performance of programme implementation towards expected output for the Financial Year, and the time at which the have been implemented. The outputs achieved are linked to the costs of their delivery. Part II must be submitted together with Part I which was submitted at the commencement of the Financial Year 
To: 
The Permanent Secretary









Report for Quarter …. FY …………….
Secretary to the Treasury 

Ministry/Agency ……………………………………… 
A4: Actual Programme Outputs and Expenditures

Programme 1: Actual Quarterly Outputs and Expenditure 
	Output Description
	Output Indicator(s)
	Financial Year ………………………………….

	
	
	Annual Planned Output Target
	Q1 Output 
	Q1 Actual Expenditure
	Q2 Output
	Q2 Actual Expenditure
	Q3 Output 
	Q3  Actual Expenditure
	Q4 Output 
	Q4 Actual Expenditure 

	     
	     
	     
	     
	     
	
	
	
	     
	
	

	     
	     
	     
	     
	     
	
	
	
	     
	
	

	     
	     
	     
	     
	     
	
	
	
	     
	
	

	     
	     
	     
	     
	     
	
	
	
	     
	
	


Note: Please fill additional templates for all the Programmes in the relevant Vote Function under the Vote 

A5: Projects 

Project 1: Actual Quarterly Outputs and Expenditure
	Output Description
	Output Indicator(s)
	Financial Year ……………………………………

	
	
	Annual Planned Output Target
	Q1 Output 
	Q1 Actual Expenditure
	Q2 Output
	Q2 Actual Expenditure
	Q3 Output 
	Q3  Actual Expenditure
	Q4 Output 
	Q4 Actual Expenditure 

	     
	     
	     
	     
	     
	
	
	
	     
	
	

	     
	     
	     
	     
	     
	
	
	
	     
	
	

	     
	     
	     
	     
	     
	
	
	
	     
	
	

	     
	     
	     
	     
	     
	
	
	
	     
	
	


I ………………………………………………………… hereby confirm, as the Accounting Officer for Vote …………………………………………… that the above stated outputs  and expenditures are a true and correct representation of what was achieved and spent during in the quarter in question. 
……………………………………………………….

Signature


	
	


Date

Part III of the Performance Form A tracks in-year financial performance of programme implementation towards expected output for the Financial Year, and the time at which the have been implemented. The releases and actual expenditures are linked to the reported outputs. Part II must be submitted with Parts I and II.
To: 
The Permanent Secretary









Report for Quarter …. FY …………….
Secretary to the Treasury 

Ministry/Agency ……………………………………… 
A6: Actual Programme Outputs, Releases and Expenditures

Programme 1: Actual Quarterly Outputs, Releases and Expenditures 
	Output Description
	Output Indicator(s)
	Financial Year ……………………………………………..

	
	
	Annual Planned Output Target
	Q1 Release  
	Q1 Actual Expenditure
	Q2 Release
	Q2 Actual Expenditure
	Q3 Release
	Q3  Actual Expenditure
	Q4 Release 
	Q4 Actual Expenditure 

	     
	     
	     
	     
	     
	
	
	
	     
	
	

	     
	     
	     
	     
	     
	
	
	
	     
	
	

	     
	     
	     
	     
	     
	
	
	
	     
	
	

	     
	     
	     
	     
	     
	
	
	
	     
	
	


Note: Please fill additional templates for all the Programmes in the relevant Vote Function under the Vote 

A7: Projects 

Project 1: Actual Quarterly Outputs, Releases and Expenditure
	Output Description
	Output Indicator(s)
	Financial Year ……………………………………………..

	
	
	2008/09  Planned Output Target
	Q1 Release  
	Q1 Actual Expenditure
	Q2 Release
	Q2 Actual Expenditure
	Q3 Release
	Q3  Actual Expenditure
	Q4 Release 
	Q4 Actual Expenditure 

	     
	     
	     
	     
	     
	
	
	
	     
	
	

	     
	     
	     
	     
	     
	
	
	
	     
	
	

	     
	     
	     
	     
	     
	
	
	
	     
	
	

	     
	     
	     
	     
	     
	
	
	
	     
	
	


I ………………………………………………………… hereby confirm, as the Accounting Officer for Vote …………………………………………… that the above stated outputs  and expenditures are a true and correct representation of what was achieved and spent during in the quarter in question. 
……………………………………………………….

Signature

1. An output is the tangible product (including services) of an intervention that is directly attributable to the initiative. Outputs relate to the completion (rather than the conduct) of activities.  Inputs are required to carry out activities.  
2. An example of an output is: a national health policy; the activities involved in achieving this output may be: the undertaking of a study; consultative workshops; preparation of cabinet memorandum.  The inputs may include: 3 man months of staff input; 1 month short term consultancy; workshops venue; accommodation; stationary; fuel and vehicle expenses.
3. An output indicator is used to quantify progress in outputs and set targets.  Examples of output indicators: km of road re-gravelled; number of staff trained. The timing of an output refers to the month during the financial year when the output is planned to be achieved.
4. Actual Expenditure are payments made for goods and services rendered for the service of the Vote from Releases issued by the Ministry of Finance, Planning and Economic Development
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PERFORMANCE FORM A: PRACTICE NOTES
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