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EXECUTIVE SUMMARY 
 
Overview of the issues 
 
Donors have invested heavily in promoting the reform of government accounting systems in 
sub-Saharan Africa.  Many efforts to strengthen financial controls fail because the 
fundamental structures needed to underpin them are often overlooked; this includes record 
keeping.  Administrators, donors and other stakeholders need to know why this is the case; 
moreover, tools are required to improve the success rates of such projects.   
 
A fundamental problem is how the accounting information is managed to ensure that it is 
readily accessible and meets legal and audit requirements.  As recent research has shown, 
there is a relationship between chaotic paper record systems and the success or failure of 
automation projects.1  A key area for investigation will be the optimal way of designing the 
linkages between the paper-based parts of accounting systems, which may be mainly located 
in the regions and districts, and the computerised parts, located mainly in the capitals. 
 
The objective of the research is to contribute to the improvement of government financial 
accountability.  It will analyse the quality of records required by government accounting 
systems to strengthen public sector financial management and to support the decentralisation 
of government.  On the basis of these findings it will produce a reference model for 
integrating records management into accounting system reform projects.  The model will set 
down the requirements for managing accounting records and provide tools to audit the 
effectiveness of record keeping systems and the capacity for records management 
programmes to monitor and evaluate these systems.  
 
 
Scope of the report 
 
This report covers a field study visit by Kimberly Barata, Piers Cain and Mary Serumaga 
from 19 July – 6 August 1999.  The purpose of this visit was to: 
 
• identify the automated and paper systems used to support financial management 

functions in the Ministry of Finance and one revenue and one expenditure department 
 
• interview individuals involved in financial control including accounting officers in 

selected line agencies and internal and external auditors 
 
• assess the requirements for arranging and managing the financial records that relate to 

each function 
 

                                                 
1 Piers Cain and Anne Thurston.  Personnel Records: A Strategic Resource for Public Sector Management in 
Developing Countries (with Case Studies from Uganda, Ghana, and Zimbabwe).  Current Good Practices and 
New Developments in Public Sector Management Series (London: Commonwealth Secretariat, 1998); Kimberly 
Barata, Piers Cain and Anne Thurston. Accountability and Public Sector Management: The Management of 
Financial Records in sub-Saharan Africa: Final Report [ESCOR R7063]. Report to the Department for 
International Development (London: IRMT, December 1998). 
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• examine the design for the integrated computerised planning, budgeting and accounting 
system which will be piloted in the Ministry of Education, Sports and Culture in 
December 1999 

 
• identify relevant areas of government to participate in testing exercises 
 
• secure support from the Accountant General and Auditor General to test project tools 

during the second visit. 
 
This was planned to be the first of two field visits to develop a case study of financial 
accountability and records in Zimbabwe. 
 
This report covers an initial review of accounting records systems in the Government of 
Zimbabwe.  It represents the first stage of an investigation to produce a case study on 
financial management accountability and record keeping in the Zimbabwe public service.  
The issues identified will contribute to the development of a reference model to define best 
practice for integrating records management into accounting system reform projects. 
 
The Accountant General has primary responsibility for the maintenance of central and 
departmental accounting systems.  A study was made of the Government’s accounting system 
and the records generated and used.  In particular, the main documentation flows examined 
were payments, revenue, payroll and pensions.  Information flow diagrams are assembled in 
Appendix D, F and G. 
 
 
Conclusions:  Records Management Programme 
 
The creation and maintenance of records, and the provision of access to them, is an integral 
part of any financial system, whether paper or electronic or a mixture of both.  Record 
keeping underpins financial systems and provides the means by which decisions and 
transactions may be verified and reported upon.  Records provide the foundation for 
accountability.  In Zimbabwe, the records management system that should support the goals 
of the accounting system has weaknesses; thus the Government’s fiscal accountability is 
vulnerable. 
 
The National Archives of Zimbabwe has responsibility for providing a records and 
information management service to government ministries and departments, local authorities 
and parastatals.  Interviews revealed that many accounting and registry staff in the ministries 
are unaware of the services provided by the National Archives.  The National Archives 
Records Centre does have an inspectorate role, of which the inspection plan provides 
evidence of best practice.  However owing to resource constraints, the present system is too 
irregular and unsystematic to be effective and those inspections that are completed are 
meaningless because officials do not take account of recommendations.  
 
Despite efforts, the National Archives is not realising its full leadership potential.  There is 
little problem with records staff obtaining basic introductory training in registry services and 
records management.  Yet there is a need to take training further and look more critically at 
how records are created and kept by the departments.  In addition, there is a need for the 
National Archives to encourage ministries to ensure that accounting clerks with responsibility 
for financial records receive available introductory training in keeping records.  Reciprocally, 
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the National Archives Records Centre needs to appoint a financial records specialist to advise 
on the management of these classes of records.   
 
Many aspects of the Government’s accounting system clearly work well and there are lessons 
on best practice that can be learned.  However, the records management system that should 
support the goals of the accounting system is weak.  The origin of this problem is that 
accounting clerks do not receive training in how to manage records properly.  The research 
demonstrates that the absence of tracking systems is a key factor in explaining why 
accounting systems are failing to perform adequately.  It also supports the need for a planned 
process of evaluating and monitoring record keeping systems.  Where problems occur, there 
is no recognised authority that can enforce compliance with records legislation or pursue 
disciplinary action.  Increasingly, this can become a problem that can undermine the 
Government’s plans to successfully implement a strategic countrywide computerised 
financial management system.  This will also have consequences for the Government’s 
ability to be transparent and demonstrate financial accountability to citizens. 
 
 
Conclusions:  Financial Management Issues 
 
Zimbabwe is considering options to focus government expenditure on essential services and 
accelerate privatisation in order to increase efficiency.  This report situates the findings 
within this policy context.  It also considers the legislative environment that exists that 
supports record keeping in assisting the government in meeting its financial management 
objectives. 
 
The Government of Zimbabwe provides an example of a well-documented manual batch 
accounting system that depends upon mainframes for the final processing of accounting 
information.  However, the Government is facing difficulties controlling and managing 
expenditure within all of its ministries.  A contributing factor, as the Government’s 
accounting system clearly illustrates, is the absence of a records management programme for 
financial records.  It is clear from the Comptroller and Auditor-General’s report that this gap 
in the financial management infrastructure leads to information not being accessed in a timely 
and efficient manner.  
 
Most ministries in Zimbabwe have registries to manage correspondence, but financial records 
are not managed as part of these systems.  Officials’ concern for the security of financial 
records prevents them from being stored outside of the accounting office until after audit.  
This is a problem because clerical accounting staff are not trained adequately to manage 
records in a consistent way.  The Financial Instructions and Accounting Manual offer only 
limited guidance.  However, the fact that the procedures set out in the Financial Instructions 
and Accounting Manual are consistently followed in most ministries indicates the strength of 
the existing system.  
 
The payments system works well and the accounting clerks are knowledgeable about the 
system.  However, the system is not integrated.  Manual systems are used to capture and 
summarise transactions.  Centralised data capture occurs only at the point at which 
transactions are authorised for payment.  As a result, the system does not provide adequate 
information on which to base decisions affecting financial management.  
 



4 

To address this issue, the Ministry of Finance has commissioned a computerised integrated 
Public Financial Management System (PFMS).  The PFMS is intended to provide Zimbabwe 
with a modern accounting and financial management system that will have access to all the 
line ministries’ financial information and be able to control, monitor and supervise the 
management of public funds.  The design of the proposed system has real strengths and 
should reflect financial performance more accurately although it may not fully meet the 
requirements for financial accountability.  The PFMS system specification has extensive 
reporting requirements, much of which consist of printed reports that are required for 
accountability purposes.  Current planning does not take account of the management of the 
outputs of this system.  
 
The Department of Customs and Excise provided an example of revenue administration.  
Officials admit that there is no effective records management system to control Bills of 
Exchange and other transaction records.  The situation is similar to that found in the 
payments section where officials keep transaction records in offices, but have no training in 
records management.  Registries exist to control correspondence records.  The central registry 
in Customs and Excise carries out regional inspections and offers an example of best practice 
in terms of how inspections are carried out.  However, the registry supervisor has no 
influence in bringing transaction records held in the department’s offices under control.  
 
The human resource function is made up almost entirely of manually based processes that 
feed into a central computer system that processes the Government’s salary bill.  Payroll 
procedures are clear and well understood.  However, there are problems in querying files 
because the registry system has become highly congested, making information retrieval 
difficult.  Similarly, information flows throughout the pension system are slow.  Transaction 
records are not managed by the registry system and much staff time is lost searching for files.  
 
 
Summary of Conclusions 
 
The accounting system used in Zimbabwe is an example of a well-documented manual batch 
accounting system that depends upon mainframes for the final processing of accounting 
information.  In the case of Zimbabwe, the Financial Instructions and Accounting Manual 
document plainly the relationships between the various components of the accounting system.  
Clerks were clear, for the most part, about how the current system operates and where they fit 
into the process.  If adhered to, these instructions and the procedures for carrying them out 
should lay a path from which one can easily trace document flows and compile the record of 
a transaction.   
 
The records management system that should support the goals of the accounting system is 
weak.  Initial findings reveal a split between how accounting units manage transactional 
records and the method departmental registries use to control correspondence and other 
documents (eg policy documents and so on).  Registries employ standard controls to manage 
records.  These controls include: registration, classification, indexing, tracking and appraisal 
and disposal of records.  However, transaction records are kept in a different way.  Because 
officials are concerned about the security of transaction records, accounting clerks keep them 
separately in offices.  This is a problem because clerks do not receive training in how to 
control records properly and they do not work with records staff to establish appropriate 
systems to cope with the large volume of paper inputs and outputs of the system. 
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Communications with the regions is a key issue, particularly as evidenced in sectors such as 
education where accounting information is being sent regularly into the parent ministry to be 
aggregated and processed centrally.  Delays in communicating and recording commitments 
are often an important factor in over-expenditure.  As a result, the ability to track transactions 
through the system is a critical issue.  Because accounting staff do not employ systems to 
register and track records, it is difficult, if not impossible, to retrieve them for audit purposes 
and other inquiries.  The research demonstrates that the absence of tracking systems is a key 
factor in why accounting systems fail to perform adequately. 
 
The findings also support the need for a planned process of evaluating and monitoring record 
keeping systems.  The ability to evaluate and monitor is a critical component of any 
systematic approach to capacity building.  Zimbabwe is a source of best practice in this area 
because the Records Centre does have a formal method for inspecting record keeping 
systems.  However, they do not have the resources to ensure that this programme is fully 
operational and can meet demand.  One outcome of the research will explore the importance 
of the Auditor General’s reports in identifying key areas for attention, thus enabling the 
National Archives to prioritise interventions. 
 
The Ministry of Finance is in the process of taking the next step in automating its processes 
by commissioning the development of an integrated financial management system.  The 
planned integrated system is intended only to automate existing procedures, eliminate 
unnecessary steps and close gaps in the system.  While the Accounting manual will need to 
be updated in accordance with these changes, the guidance offered will, fundamentally, stay 
the same.  In addition to having the basic foundations of a good system, there is evidence of 
substantial process analysis and there appears to be strong project management for the 
implementation of an integrated financial management system.   
 
With regard to the system’s compliance with records management principles, Standing 
Instructions for accounting records exist, but will need to be revised accordingly.  The main 
problem between the planned integrated system and the records management programme is 
the lack of knowledge about the latter’s existence.  As a result, the records management 
requirements for financial records have not been taken into account in the development of the 
new system. 
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PART ONE: INTRODUCTION 
 
Methodology 
 
Kimberly Barata, Research Officer for the International Records Management Trust – Rights 
and Records Institute, and Mary Serumaga, MS Associates in Uganda carried out the study 
with the supervision of Piers Cain, Director of Research, Development and Education for the 
Institute, the guidance of Dr Anne Thurston, Executive Director of the Trust, and with 
support from Dawn Routledge, Research Assistant for the Institute. 
 
The field work was carried out to produce a case study on financial management 
accountability and record keeping in the Government of Zimbabwe.  Information gathered 
will provide the basis for the development of tools to strengthen public sector financial record 
keeping in support of financial accountability.  The fieldwork was necessary to ensure that 
the tools will reflect accurately the practical concerns and local realities in Zimbabwe. 
 
Ms Barata, Mr Cain and Ms Serumaga spent a total of three weeks in Harare.  Ms Serumaga, 
acted as the local research adviser.  The local research adviser provided an invaluable ‘reality 
check’ on who should be interviewed, how interviews should be approached and whether the 
information obtained in those interviews was accurate, well founded and related to local 
realities.  The Accountant General and Auditor General participated along with senior 
members of their staff.  Senior officials from the Ministry of Finance, Office of the 
Comptroller and Auditor General, National Archives, Ministry of Public Service, Labour and 
Social Welfare and the Ministry of Education, Sport and Culture also provided important 
insights. 
 
The work programme involved: 

 
• interviewing officials of the Ministry of Finance with responsibility for administration 

and finance for the Ministry; civil servants of the Office of the Comptroller and Auditor 
General responsible for external audits of manual and electronic systems; officials of 
the Ministry of Education, Sport and Culture responsible for the administration and 
finance, auditing and registry management; representatives of the Customs and Excise 
Department responsible for administration and finance, auditing and registry 
management; and representatives of aid agencies 

 
• documenting manual and computerised financial management systems and internal user 

requirements  
 
• consulting the National Archives on records management training and practice  
 
• identifying relevant financial management systems that would provide appropriate test 

sites. 
 
 



7 

Limitations of Study 
 
It was originally intended that the study would be completed by a second field visit.  
Unfortunately, owing to unforeseen circumstances, it has not been possible to carry out the 
second visit.  Consequently, there are a number of issues that have not been fully explored. 
 
 
Policy Context 
 
The field research for this case study was carried out in the summer of 1999.  Already 
Zimbabwe was facing a fiscal crisis that required urgent action to avoid triggering an 
accelerated growth of poverty.  By then it was clear that governance issues would be decisive 
in shaping Zimbabwe’s future.  Decentralisation, accountability, policy-making and 
corruption were emerging as challenges for the Government.  Capacity issues were also of 
great concern, including the capacity for the Government to manage its finances.  The 
Government was already facing difficulties controlling and managing expenditure within all 
of its ministries. 
 
The Government of Zimbabwe has operated with an unsustainable gap between government 
income and spending since 1985.  In 1991, the Government launched an Economic Structural 
Adjustment Programme (ESAP) to promote growth with equity.  Progress was made in 
deregulation and external trade reforms, but poor economic performance in drought years, 
continued parastatal losses, and slow civil service reforms prevented a reduction in the fiscal 
deficit. 
 
During 1997, a number of government decisions, including un-budgeted payments of pension 
arrears to war veterans, and the listing of 1,471 private farms for compulsory acquisition, 
undermined foreign and domestic investor confidence in government policy-making and 
there was a run on the currency.  Since then, poor export performance, continued public 
enterprise losses, a series of government decisions on food and energy prices and tax 
concessions, as well as the intervention in the Democratic Republic of Congo and concerns 
about corruption, continued to weaken confidence.  As a result, in 1998 the Zimbabwe dollar 
depreciated by 60% and inflation rose to over 40%.  By early 1999, interest payments on 
domestic public sector debt were rising sharply and threatened further increases in the fiscal 
deficit, interest rates and inflation. 
 
To address this fiscal crisis, Zimbabwe was considering options to curb public enterprise 
losses, focus government expenditure on essential services and accelerate privatisation in 
order to increase efficiency.  Lending agencies recommended improved budgetary planning 
and expenditure management, including analysis of the impact of poverty on different 
programmes. 
 
Policy analysts stressed the need for government commitment to clearer poverty reduction 
targets with improved co-ordination between ministries.  Effective implementation would 
require greater participation by beneficiaries, the private sector and civil society in decision-
making and service delivery.  The Government’s achievements in expanding services to its 
people had been impressive, but were beginning to fade with capacity constraints and lack of 
resources. 
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Since the research team’s field visit, Zimbabwe has been confronted by an increasingly 
worsening financial crisis.  It is facing chronic fuel and foreign exchange shortages that are 
paralysing much of the economy.  By February 2000 it was estimated that the Government 
faced more than $1 billion of domestic debt.  Subsequent, political, diplomatic and economic 
developments have accentuated the problems identified in the summer 1999.  The 
catastrophic decline in the value of the Zimbabwean dollar has caused enormous problems 
for government finances. 
 
 
Financial Management Objectives and Issues of the Government of 
Zimbabwe 
 
Zimbabwe is facing difficulties controlling and managing expenditure within all of its 
ministries.  There are a range of factors indicating a widespread failure to manage public 
funds adequately.2   
 
 
Overview of Public Sector Accounting and Auditing 
 
The Accountant General’s Office was established in 1987 as a component of the Ministry of 
Finance without separate legal status.  The Accountant General has primary responsibility for 
the maintenance of central and departmental accounting systems.  The Accountant General’s 
Department is divided into three main units: Consolidated Accounts and Policy; Aid 
Accounting, Funds and Parastatals; and Government Accounting Services (see Appendix C 
for organisational charts).  Broadly, the Accountant General’s Department has two main 
aims: 
 
• accounting for all funds 
 
• developing accounting systems throughout government.   
 
At present, the Department operates a cash accounting system with modifications (ie it runs a 
commitment system, but does not make available all the information).  On a monthly basis, 
the Accountant General is responsible for consolidating the figures and producing a report 
that summarises revenue, expenditure and deficit.  The report is taken to the budget 
committee for review before it is discussed with the Ministry of Finance.  If necessary, the 
report may pass to Parliament. 
 
The Accountant General’s Department accounts for all funds through: 
 
• Cash Management: The Accountant General works with the Reserve Bank to develop 

cash flow.  At present the Government is both running an overdraft and is issuing 
treasury bills. 

 
• Debt Management: The External Loans Co-ordination Committee (ELCC), the Ministry 

of Finance and the Reserve Bank handle Debt jointly.  All loans above a certain 
threshold go through this review.  The Accountant General keeps all the ledgers. 

                                                 
2 Ernst & Young. Government of Zimbabwe, Ministry of Finance, FMS Project Deliverables, Volume 1 (July 
1998) 
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• Foreign Aid Management: Within the Aid Accounting, Funds and Parastatals section of 

the Accountant General’s Department, the National Development Fund (NDF) handles 
what is mostly trust accounts for the consolidated review fund and the cash 
management for foreign aid.  The Accountant General is responsible for accounting for 
these resources, most of which are not channelled through the budget.  Instead, 
budgeting is managed through the nominal vote (ie Vote of Credit portion of budget 
allocations).  The Vote of Credit is created to estimate donor funds and consolidate 
them into one vote and then transfer funds to the appropriate ministries handling 
donor-funded projects.  Note: The NDF handles over 2,300 donor-funded projects (both 
on-going and complete).  During one interview, it was revealed that the NDF does not 
receive completion reports from the ministries.  This results in the NDF having to keep 
files open that should be closed after four or five years.  To date, all project files dating 
from Independence in 1980 remain open. 

 
• Revenue Administration: The Accountant General accounts for all revenue, 

approximately 80% of which comes from customs and taxes and 20% from ministry 
assets and services.  New legislation is being developed that includes the formation of a 
National Revenue Authority to reconcile customs and taxes; VAT is being introduced. 

 
• Accounts Administration: The Tender Board collects all tender bids and ensures 

neutrality.  It is regulated by the Accountant General’s Department which deals with 
issues pertaining to the rules and regulations governing procurement.  The central stores 
have been dissolved due to inefficiency.  Amongst other problems, the stores staff were 
deliberately not keeping records. 

 
• Internal Audit: The Accountant General co-ordinates with internal auditors working in 

the line ministries.  In Zimbabwe, internal audit is principally a post and not a pre-audit 
function; it is not comprehensive.  Broadly, the Accountant General views internal audit 
as a management tool that looks at the systems to ensure whether internal checks and 
controls are in place.  The Accountant General’s Department is responsible for 
developing internal audit standards and working with internal auditors to develop their 
capacity.  However, at present, most internal auditors are not well trained and are not in 
a position to challenge directors. 

 
To perform these functions, the Accountant General’s Department interracts with other 
departments and agencies that exercise aspects of financial management.  Other critical 
bodies include: 
 
• Planning Commission: controls development projects that are accounted for under the 

National Development Fund 
 
• Public Services Commission: controls the establishment of all civil servants 
 
• Central Payments Office: responsible for the processing of records of balances of all 

funds 
 
• Central Computing Service: responsible for information technology operations through 

Government 
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• The National Pensions Office: responsible for the administration and payment of 
pensions 

 
• The Office of the Comptroller and Auditor-General: responsible for the external audit 

function throughout Government departments and parastatals. 
 
The appointment and duties of the Auditor-General are set out in the 1979 Constitution and 
the audit requirements are set out in the 1967 Audit and Exchequer Act which was last 
amended in 1996.  The Comptroller and Auditor-General performs the key function of 
scrutinising, on behalf of the Public Accounts Committee, the details of all accounts in the 
ministries and, since 1989, parastatals, and carrying out value for money audits3.   
 
Although independence of the Office of the Comptroller and Auditor-General is provided for 
under the law, all staff are civil servants and are governed by civil service regulations.  
Funding is provided through the civil service budget allocation process.  These arrangements 
impair the independence of the Office.  Discussions to resolve this have been underway for 
some time.  
 
Auditing is done according to an audit plan based on INTOSAI standards.4  It is clear from 
the Comptroller and Auditor General’s annual report that there is a significant problem 
throughout government with keeping financial records.  (See Appendix B for an analysis of 
the Comptroller and Auditor General’s report).  In interviews, auditors commented that the 
accounts sections in the ministries are not trained to keep records, as evidenced by poor filing 
systems.  Although the auditors feel that manual internal control is fairly good, they suspect 
that many of the problems are due to a lack of supervisory control.  For example every 
accounts section has copies of the Financial Instructions and Accounting Manual, but often 
these are not being used.  When records are lost or destroyed and it is not related to fraud, 
individuals interviewed feel it is due to incompetence. 
 
The Comptroller and Auditor General’s Department has the ability to perform electronic 
audits through its Information Technology Section.  The IT Section has been performing 
electronic audits for approximately four years.  Approximately one year ago, the IT Section 
audited the payroll and general ledger systems.  The computerised accounting and salary files 
were brought to the Comptroller and Auditor General’s Department in ASCII format and then 
audited using IDEA software.  The process involves taking a sample and checking the error 
frequency.  If the error frequency is too high, another sample is taken.  This process is 
particularly effective for computerised Commitment Registers and matching vouchers to 
dates.  In terms of audit evidence, the section places an emphasis on internal controls such as 
audit trails and validation controls.  An audit also examines the utility programmes to identify 
who is allowed to bypass systems security.  It also looks at who maintains the source code 
and who is authorised to make changes to the system. 
 
 

                                                 
3 ie audits that evaluate economy, efficiency and effectiveness. 
4 As a member of INTOSAI, Zimbabwe is participating in the INTOSAI development initiative (IDI) on the 
standardisation of audit practices. 
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Examples of Poor Financial Management Control and Record Keeping 
 
The following are instances where poor financial management occurs as a result of the lack 
of timely information.  This makes it difficult, if not impossible, to achieve financial control.  
 
The Comptroller and Auditor-General produces regular reports to the Public Accounts 
Committee criticising the financial management.  These reports frequently note the 
unavailability of financial records that are needed to form an opinion (see Appendix B).  
However, there is no evidence that any officials have been disciplined specifically for not 
keeping records. 
 
Ministries over-spend repeatedly against their current budget.  In recent years, the 
Government has regularly had to approach Parliament for supplementary and additional 
funds because individual Accounting Officers have failed to keep their expenditure within the 
limits set and agreed in the budget process.  This is a problem because the annual budget 
process is the only mechanism available, at least between elections, to discipline decision 
making.  The budget encompasses all the fiscal operations of government and must also force 
policy decisions having financial implications to be made against the background of a hard 
budget constraint and in competition with other demands.  Some of the responsibility for this 
lies with the way the accounting systems record information.  The centralised financial 
system captures only those transactions that are authorised for payment; it does not reflect 
information about committed expenditure.  Manual systems, which are spread throughout 
central government and district offices, hold this information.  Because the information is 
decentralised it is often difficult and time consuming to retrieve and to translate into a format 
that is useful for decision-making. 
 
Commitments that are not covered by the budget for the current year are held back and 
honoured in the new financial year.  This results in a growing problem of carry-overs into the 
new financial year.  The effect is that the budget for the new financial year has to pay for a 
range of expenses incurred in the previous year.  In addition, suppliers are being kept waiting 
for long periods for payment; this reflects badly on the government.  Because the central 
payments systems cannot document committed expenditure, it is difficult to hold Accounting 
Officers accountable for clearing impending expenditures in a timely way. 
 
The number and value of advances are increasing without being cleared by the staff of the 
individual ministries concerned.  The Financial Instructions clearly forbid issuing additional 
advances before previous ones are cleared.  Whether the problem is inadvertant or deliberate, 
ministries will not be able to resolve this issue until they are able to produce quickly 
documentation that proves whether or not a previous advance has been cleared by the system.  
 
Because of the loosening of financial controls illustrated by these examples, fraud is a regular 
occurrence. 
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PART TWO:  RECORDS MANAGEMENT PROGRAMME 
 
Legislative Environment to Support Financial Record Keeping 
 
The National Archives of Zimbabwe Act of 1986 makes provisions for the management of 
public records.  The Act refers to the management of all government, local government and 
parastatal records: 
 

6. (1) subject to the provisions of subsection (2) the Director [of the National 
Archives] may, in respect of any Ministry 

a) inspect and examine the records of that Ministry; 
b) give advice or instructions concerning the filing, maintenance and 

preservation and, when necessary, the transfer to the National 
Archives of the records of that Ministry; 

c) give instructions with regard to the retention or destruction of the 
records of that Ministry. 

(2) Before performing any function in terms of subsection (1) the Director 
shall consult the Secretary of the Ministry concerned and, in the event of any 
dispute or disagreement arising as to the performance of any such function, 
the matter shall be referred to the Ministry responsible for the administration 
of the Ministry concerned for decision and his decision shall be final. 
 
(3) Where the Director gives any instruction in terms of subsection (1), it shall 
be the duty of the Ministry concerned to comply with such instructions. 
 
7. (1) The Director may request any local authority or statutory body for 
access to its premises for the purpose of 

a) inspecting and examining its records; 
b) giving advice relating to the filing, maintenance and preservation 

of it records; 
c) making recommendations with regard to the retention or 

destruction of its records. 
 
(2) Where a local authority or statutory body declines to comply with a 
request made in terms of subsection (1), such local authority or statutory body 
shall advise the Director in writing of its reasons thereof. 
 
(3) On receipt of any reasons from a local authority or statutory body in terms 
of subsection (2), the Director may make representations in the matter to the 
Minister responsible for or having authority in respect of, the local authority 
or statutory body concerned, who may take such action in the matter as he 
considers proper. 

 
Although this act describes clearly the responsibilities of the National Archives, it does not 
charge officers within the public service and other institutions with establishing good record 
keeping practices and making arrangements for the appropriate storage of records in their 
custody. 
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In Zimbabwe primary and secondary legislation provide a framework for keeping and 
controlling accounting and financial records.  Section 106 of the Constitution of Zimbabwe, 
revised edition 1996, sets out the principal duties of the Auditor General.  Subsection (3) 
provides for ‘access to all books, records, returns, reports and other documents that, in his 
opinion, relate to any of the account.’  Strengthening this, the Audit and Exchequer Act gives 
the Auditor General the power to ‘cause search to be made in and extracts to be taken from 
any book, document or record in the custody or possession of an officer’ (Section 9, 
subsection 1 c) and to ‘have access to the accounts or other records of (a) a statutory body or 
statutory fund; or (b) a company in which the State holds more than fifty per centum in 
nominal value of the equity share capital’ (Section 9, subsection 4a/b). 
 
Section 19 of the Audit and Exchequer Act gives internal auditors the responsibility for 
ensuring that ‘proper accounting records are maintained; and adequate internal checks and 
controls are observed.’  It goes on to specify that in the performance of his/her functions, an 
internal auditor ‘shall have free access at all reasonable times to any records, books, 
vouchers, documents, public moneys or State property under the control of the Ministry or 
department concerned.’  In addition, the internal auditor can ‘cause search to be made in and 
extracts to be taken from any record, book, voucher or document under the control of the 
Ministry or department concerned.’   
 
Furthermore, Section 18 (2) of the Act gives the Treasury authority to issue Treasury 
Instructions (1990) in matters involving the management and control of public moneys and 
state property.  The Instructions place responsibility on every senior accountant or accountant 
for ‘the keeping of the financial records and books of account’ (para 0710).  It states clearly 
that ‘when not actually in use all account books and financial records, receipt and licence 
forms and blank cheque forms shall be kept under lock and key, if possible in a safe or strong 
room’ (para 0205).   
 
The Accounting Procedures Manual (1984) is issued under the Financial Instructions.  It sets 
out the responsibilities and roles of officers of the government accounting service in the 
ministries and departments.  The Manual details the operating procedures for the central and 
departmental accounting systems and asset management.  While the procedures are 
comprehensive in describing the purpose, creation, use and distribution of certain financial 
records within the system, little or no guidance is provided on the control, storage or disposal 
of records in order to meet the audit, accountability and financial management needs of 
government.  
 
These provisions indirectly impose an obligation on ministries and departments to ensure that 
they adequately keep and manage financial and accounting records to facilitate the audit 
function and the exercise of search and access rights by the Auditor General.  However, 
accountants with responsibility for managing financial records have no records management 
training.  As a result, public sector financial record keeping systems fail to adhere to a proper 
structure and order.   
 
Legal penalties for accounting mismanagement and maladministration, including failing to 
keep proper records as specified by the Financial Instructions, are not a feature of the current 
Audit and Exchequer Act.  Those which are referred to in Section 52 of the Act only deal with 
offences and penalties for a person who hinders or obstructs the Comptroller and 
Auditor-General, the Treasury or an Internal Auditor in the course of their official duty.  In 
addition, the Public Service Commission Disciplinary Regulations do not provide adequate 
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internal administrative procedures for disciplinary proceedings and recovery measures.  
When the Committee on the  Operations of the Public Service asked the Chairman of the 
Public Service Commission to account for the shortcomings, he replied: 
 

Every Accounting Officer can do what he wants because there is none who 
can pin them down.  We are not sure that we are empowered other than for 
clearly criminal matters of misconduct.  If an Accounting Officer fails to do 
something in respect to management of public funds who really is the 
competent authority to go to the Accounting Officer and say ‘you have done 
wrong, you must leave or take disciplinary action.’  This is a bit of a grey area 
which has been difficult to deal with.5 

 
In general, auditors, public service commissions and public accounts committees are reluctant 
to be cast in the role of policemen.  However, where there are cases of persistent and 
deliberate refusal to maintain adequate records there need to be credible sanctions.  It might 
be desirable to consider specific penalty clauses for the different levels from Accounting 
Officer to the Assistant Accountant in the event of financial mismanagement and 
maladministration; this might include either a penalty for not keeping adequate records or a 
requirement for a commitment to administrative action.  As the Special Report of the Public 
Accounts Committee on the Operations of the Public Service points out: 
 

In an organisation running a company, if you fail to produce or put your 
books in order for a period of four years, definitely that company will not 
survive and I wonder how Ministries and Government departments are 
surviving in situations where they fail to produce their books or provide 
statements of accounts.6 

 
Concern over financial records management was expressed by many of the individuals 
interviewed.  The absence of certain records and the inability to produce records for audit 
described below appear to support their views. 
 
 
Issues in Record Keeping and Records Management 
 
Accountants and auditors agree that record keeping is important for exercising financial 
control.  Accounting clerks are responsible for routine financial record keeping activities 
according to the Financial Instructions and Accounting Manual.  Despite this being a 
straightforward activity, which financial managers claim is understood clearly by their staff, 
information still cannot be accessed in a timely and efficient manner.  
 
One fundamental reason for this, as the case of Zimbabwe illustrates, is the absence of a 
records management programme for financial records. Records management is broader than 
record keeping.  Record keeping indicates that a system (or system of systems) exists to file 
current information that the organisation refers to on a regular basis.   
 

                                                 
5 Special Report of the Public Accounts Committee on the Public Service. Parliamentary Debates. 25:70 
(Zimbabwe: Printed by Order of Parliament, Wednesday, 24 March, 1999): 5062. 
6 Special Report of the Public Accounts Committee on the Public Service. Parliamentary Debates. 25:70 
(Zimbabwe: Printed by Order of Parliament, Wednesday, 24 March, 1999): 5066-67. 
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In contrast, records management is a managerial function that aims to provide the intellectual 
and operational control required to maintain, use and destroy records in either paper or 
computerised form.  This control is provided by the processes of registration and 
classification, tracking, auditing, access and retrieval, scheduling, retention, transfer and 
destruction.  The opportunity to tamper with or remove financial records is greatly reduced 
by controlling the movement and physical security of records.  In the short term, the records 
management function aims to supply the right record to the right person, at the right time and 
at the least possible cost.  In the longer term, it identifies which records are no longer 
administratively useful and provides the rules by which records should be either destroyed in 
a secure manner or transferred to an archive facility.  
 
For example, each ministry in Zimbabwe purchases supplies and services.  Every purchase 
request results in the creation of several financial documents (eg vendor quotations, tenders, 
purchase requisitions, vouchers, invoices, commitment registers and so on).  Although all of 
these documents collated together constitute the record of the purchase, they are not 
necessarily all kept within the same physical filing system.  In the ministries examined there 
is no one centrally-located file that brings together all of the parts of the record of any given 
purchase.  Instead, there are several filing systems spread throughout the ministry and 
elsewhere that must be taken together to form what could be considered a record keeping 
system for the purchasing function.  For example: 
 
 
 

 
 
The practice of dividing responsibility for maintaining the total record of a transaction can 
result in a chaotic system from which it becomes difficult to retrieve information efficiently 
and one in which fraud can occur more easily.  Most ministries in Zimbabwe have registries, 
but financial records are not managed as part of these systems.  Often this is because officials 
view financial records as a security item that should not be stored outside of the accounting 
office until after audit.   
 
Clerical accounting staff are not trained adequately to keep records in a consistent way 
(ie some file according to serial number order, others according to date order, and so on).  
The Accounting Manual and Financial Instructions offer some instruction, but guidance is 
inconsistent and limited.  For example, there are clear instructions about who is to keep 

Central Payments 
Office: doesn’t file 
documents, but may 
have copies in process 
of: Schedule of 
Accounts, Payment 
Voucher, Invoice 

Accounting Unit: quotations, 
Tradesman’s Requisition, 
Commitment Register, estimates, 
Receipt Voucher, invoice, Payment 
Voucher, Schedule of Accounts, 
computer input readout, asset 
register, issue voucher, assets notice 

Requisitioning Unit: 
Vendor quotations, 
tender, comparative 
schedule, Tradesman’s 
Requisition, packing slip, 
issue voucher, Tender 
Board approval 

Vendor:  quotation, 
Tradesman’s Requisition, 
invoice, packing slip  

 
 
Record of 
Purchase 
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which document, but in terms of maintaining these documents the manual only offers 
guidance for payment vouchers (ie file according to voucher number).   
 
The impact of this omission is illustrated by the problems faced by the Public Accounts 
Committee in obtaining evidence to substantiate cases brought before it.  The Committee 
complained that there were instances where accounting officers were unable to produce 
accounting records when required.  Records are frequently lost before a case goes forward 
and when the accounting clerks are asked to search for the documents, they often cannot be 
located. 
 
The following are further examples that illustrate problems that occur as a result of the lack 
of records management: 
 
• Pension payments left in suspense accounts because the files are missing and the 

Pensions Office cannot reconcile the pension with the pensioner. 
 
• The Comptroller and Auditor General is recording a high instance of mismanagement 

of records.  (See Appendix B).  In some cases, this may be a result of the way the 
accounting clerks and Central Payments Office clerks handle documents.  For example, 
clerks at the Central Payments Office roll up the invoices and vouchers, securing them 
with an elastic band, prior to returning them to the appropriate ministry.  An accounting 
clerk demonstrated how these elastic bands shift and tear off the vouchers on the 
outside of the roll or break, leaving the papers to scatter in the delivery van.  There have 
also been cases where whole rolls of invoices and vouchers are delivered to the wrong 
ministry.  In general, no attempt is made to redirect these to the appropriate ministry.  
Even when clerks notice that documents are missing, there is little follow-up with the 
Central Payments Office to find the lost voucher/s. 

 
• Accounting staff are aware of the records retention periods indicated by the Treasury 

Instructions, but they rarely comply with them.  They are not aware that the National 
Archives issues Standing Instructions for accounting records.  One staff member knew 
that she should destroy purchase requests (ie the fast copy of the Tradesman’s 
Requisition) after a set period of time, but was unwilling to destroy them because they 
might be referred to at a later date.  An investigation of the storage facilities reveals 
clearly that no one uses these records.  The most recent documents were piled at 
random in one drawer of a filing cabinet.  The older documents were buried in a safe 
room (ie a locked vault) under debris including tyres, filing cabinets and fluorescent 
light packages.   

 
 
Role of The National Archives of Zimbabwe 
 
Statutory Powers 
 
The National Archives was founded by an Act of Parliament in 1935 and operates on the 
basis of the National Archives of Zimbabwe Act 1986.  It is charged with the responsibility 
of providing a records and information management service to government ministries and 
departments, local authorities and parastatals.  The records management programme operated 
by the National Archives controls public records by distinguishing the few that are worthy of 
permanent preservation from the mass which sooner or later must be destroyed. 
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Statutory bodies and local government authorities are required by the National Archives Act 
1986 to organise their records systematically and may, if they choose, have their records 
stored for them on payment of an annual storage fee.  Records are stored in Records Centres 
in Harare, Bulawayo, Gweru, Masvingo and Mutare.  There is one professional archivist who 
advises on file disposal, and there are four paraprofessional records management officers, 
three drivers and four orderlies at the Records Centre in Harare.  Each of the provincial 
offices has one professional archivist, one paraprofessional records management officer, one 
typist and one orderly.   
 
The Records Centre in Harare provides storage for semi-current and archival records.  
Semi-current records are required only infrequently.  They are normally maintained in a 
records centre or other offsite intermediate storage accommodation.  Non-current records are 
defined as those records that will be destroyed according to Standing Instructions (ie disposal 
schedules), but will not be destroyed for twenty-five years or longer, or, those that have 
archival value (normally less than 5%) and are ultimately transferred to the National Archives 
for permanent preservation. 
 
 
Role of the Records Centre 
 
The records centre is not responsible for current records.  The management of current records 
is the responsibility of the registries of the ministries from which they originate.  However, it 
was alleged that the registries are overwhelmed with the volume of records created and, to 
alleviate overcrowding, transfer current records to a records centre.  One reason given for 
overcrowding is that the registries are congested with semi- and non-current records that 
should be transferred to the records centre.  Many of the current records that the registries do 
transfer are still being requested frequently, almost daily, from agencies such as the Public 
Service Commission.  While the Records Centre does return records to the ministries twice a 
week, records centre staff do not track the movements of current records because they do not 
see this as their responsibility.  This situation will ultimately lead to a break down in the 
records management process because both the registries and the Records Centre are 
abdicating responsibility for this.  Both have expressed concerns about understaffing and lack 
of resources.  However, the Records Centre should be refusing to accept current records on 
the basis that the Standing Instructions should govern all transfers to the Records Centre.  
These Instructions set the retention periods prior to and following transfer and should be 
enforced by the Records Centre. 
 
Because no one has claimed responsibility for this situation, and the problem has been 
allowed to continue for some time, congestion in government offices has continued to 
increase to the extent that some registries have rooms piled with records, many of which 
should have been transferred and destroyed long ago.  In some cases the piles have fallen 
over and spilled across the floors of storage rooms and doors no longer open because the 
records block them.  Records are very difficult to retrieve when needed.  The solution is to 
decongest the registries and regularly transfer the semi- and non-current records to the 
Records Centre.  This would allow room for the registries to keep, manage and track the 
current records.  However, neither the registries nor the records centres have the staff or other 
resources to resolve this problem. 
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Retention Schedules 
 
The National Archives has a records committee that advises on the development of records 
schedules (the Zimbabwe records management staff refer to these as ‘Standing 
Instructions’).7  (The Standing Instructions for Classes Common: Accounting is in 
Appendix H).  Records scheduling is the process of assigning to categories of records the 
length of time they are to be retained and the disposal action that should be taken at the end 
of the retention period.  By establishing a records schedule, an organisation ensures that 
records are removed from current storage at the appropriate time and disposed of when they 
are no longer required.   
 
According to the Records Centre, Standing Instructions are distributed to all registries.  
However, in interviews all of the registry staff claims to be unaware of them.  This only 
serves to compound the problem of knowing when to transfer records.  A reason for this may 
be the fact that the National Archives is unable to carry out an effective programme of 
inspection and monitoring or to provide guidance.  This, in turn, may be due to inadequate 
archives and records legislation and the absence of assigned responsibility for overseeing the 
management of current records. 
 
 
Electronic Records Facilities 
 
The Records Centre stores a few magnetic tapes for Central Computing Services.  However, 
it does not have the facilities or expertise to manage electronic media adequately; there are no 
controls to ensure the tapes are labelled, indexed or maintained properly.  Central Computing 
Services has responsibility for managing electronic records, but  has no knowledge of records 
management nor of the requirements to keep information over time.  The Records Centre 
does have an audio/visual unit that could serve as a starting point for managing electronic 
information and there has been some discussion about creating an electronic records unit 
within the next year.  This unit would be co-ordinated by the Records Centre in co-operation 
with Central Computing Services.  Although the discussion has not gone very far, the 
National Archives recognises this and is making plans to amend its legislation to incorporate 
the need to manage electronic records. 
 
In addition to providing storage, the Records Centre runs a reference and request service.  
Public officials can phone and request files.  However, most of these requests are for current 
records that the registries transfer to the Records Management Centre when they run out of 
room.  As pointed out earlier, despite their continued use, the Centre does not track the 
movement of these records because they are technically not responsible for current records. 
 
 

                                                 
7 The committee is comprised of the National Archives Director acting as Chair, the Chief Records Management 
Officer and the Deputy Director.  Representatives from the Public Service Commission, Ministry of Justice, the 
University of Zimbabwe History Department and senior officials from relevant departments are invited to 
participate.  At present, there is a large backlog of records being held without processing by the Records Centre 
because they were unscheduled by the Committee at the time of transfer.  Many of these records should have 
been destroyed long ago. 
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Inspectorate Role 
 
The Records Centre also carries out an inspectorate role.  Records management officers 
inspect offices to see how they are managing records, give advice where appropriate and 
submit a report of their recommendations to the head of the ministry or department under 
inspection.  A Records Survey Worksheet provides a plan for the inspection to follow (see 
Appendix I for a copy of the Records Survey Worksheet).  The records management officer 
should carry out a follow-up to their recommendations, but due to financial constraints this 
rarely happens.  The Centre should carry out twelve inspections every year (three per 
quarter), but there is not enough staff available.  Instead, the Centre determines where to 
inspect according to the amount of records generated by a department or agency or by 
invitation.  Departments invite records management officers when they need assistance in 
keeping their records.  This is not a regular occurrence.  The Records Centre should become 
more proactive in its role as inspector and seek greater powers of enforcement, otherwise it 
will be reduced to a ‘fire-fighting’ role. 
 
An inspection plan is evidence of best practice.  The Records Survey Worksheet provides a 
good basic assessment of a registry.  However, the inspection is meaningless if officials do 
not take account of recommendations.  In addition to a plan for the inspection itself, best 
practice should specify a cycle of planned visits that would take account of all ministries over 
a period of time.  The present system is too irregular and unsystematic.   
 
Finally, the Records Centre organises workshops and seminars for provincial centres.  These 
should occur on an annual basis.  The purpose of these is to deliver papers on topics of 
relevance, share experiences and discuss problems. 
 
 
Capacity building in registries and records management  
 
Registry staff should have five O-levels and a certificate from the Highland Training Centre.  
Records management staff are required to have five O-levels, a certificate or better (ie a 
university degree) and relevant experience.  However, for paraprofessional records 
management staff to obtain promotion they should obtain an MA in archives and records or 
library studies. 
 
There are two programmes available that provide basic introductory paraprofessional training 
for registry staff and records clerks at the National Archives: 

 
• Zimbabwe Institute of Public Administration and Management (ZIPAM): ZIPAM 

programmes are structured mainly to train mid- to upper-level managers.  However, 
ZIPAM now includes some aspects of records management.  This programme aims to 
train registry staff by teaching registry instructions.  It consists of a five day short 
course. 

 
• Highland Training Centre: The Training Centre is under the control of the Public 

Service Commission.  Registry staff members often attend this programme.  Attendees 
must already be working in a registry and must be nominated for training. 
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Harare Polytechnic provides another opportunity to advance by obtaining a certificate or 
diploma.  The Ministry of Education sets the curriculum.  National Archives senior records 
management staff participate in the teaching.  The Certificate course is a one-year 
programme.  Paraprofessional records management staff from the National Archives make up 
most of the students.  The Diploma course is a two-year programme that began in February 
1999. 
 
The Records, Archives and Information Management Association of Zimbabwe and the 
Eastern and Southern Africa chapter of the International Council on Archives (ESARBICA) 
provide limited additional training opportunities.  However, it can be expensive and 
participants must belong to member institutions (ie the National Archives). 
 
It is clear that there are seldom problems with obtaining basic introductory training.  
However, the National Archives has a problem recruiting and retaining senior records 
management and archives staff.  For many years they relied on donor aid agencies to provide 
funding for staff to obtain an MA in archives and records or library studies from outside the 
country.  Staff were sent to external programmes, often in the United Kingdom, because no 
programmes existed in the country.  Donors no longer provide this funding and the Ministry 
of Home Affairs, to which the National Archives reports, does not provide funds either.  This 
has created a situation where there are 26 posts for archivists and only six have qualifications 
in archival or library studies.  The National Archives has approached the University of 
Zimbabwe, Department of History to develop an MA in History and Archival Studies, but it 
will take time to establish a programme. 
 
Despite efforts, the National Archives is not realising its full leadership potential.  Archives 
and records staff will need to know more about the use of current records in order to have a 
stronger impact throughout government.  Clearly, there is a need to take training further and 
look more critically at how records are created and kept by the departments.  For example, 
archivists traditionally know little, if anything, about financial and other transactional 
records.  This is partially because these records are often excluded from registry systems.  As 
a result, records staff have little experience in managing them.  Archivists and records 
managers are generally not fluent in business process analysis and it is unlikely that they 
would ever participate in the redesign of business processes.  Records managers and 
archivists do not create or use current record keeping systems, but they are expected to 
maintain them over time.  However, it is still beneficial for them to understand how and why 
records are created and how they are used. 
 
On the other hand, accounting clerks with responsibility for financial records should receive 
basic introductory training in keeping records.  Despite the availability of training, accounting 
support staff are not required to take even a five-day short course offered by ZIPAM. 
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PART THREE: FINANCIAL MANAGEMENT SYSTEMS 
 
This report covers an initial review of accounting systems in the Government of Zimbabwe.  
The main documentation flows examined were: 
 
• Payments 
 
• Revenue 
 
• Payroll 
 
• Pensions. 
 
The accounting work is decentralised to the sector ministries but the payment system is 
centralised and controlled through a stop payment system that will not allow the cheque to be 
drawn if the budget is exceeded.  Production of the monthly figures is normally subject to 
computer breakdowns, within seven working days of the month end.  The current system has 
been in operation for over 15 years.  Treasury instructions set out the financial procedures to 
be followed.  The accounting procedures manual explains in detail the accounting process.  
These instructions include directions as to the operations of internal check and control 
systems.   
 
 
Payments 
 
Overview of process 
 
Payment systems examined include the General Ledger and Budgeting System, Purchase 
Order Processing and Accounts Payable System, and Accounts Receivable and Invoice 
Processing System. 
 
The main accounting processes begin in each ministry’s accounting units where payments are 
authorised and revenue is collected; it ends when vouchers are stored following payment and 
in the preparation of the general ledger.  The commitment system in most ministries is 
manual.  The ministries prepare the payment voucher and send a schedule of accounts to the 
Central Payments Office. 
 
The Central Payments Office is the central point for the capture of all financial information.  
It checks whether the creditor number and information is correct and batches the vouchers 
according to a folio number and according to ministry.  Folio numbers run from 1-999.  The 
numbers are repeated once they reach 999.  It takes approximately one month to run through 
the numbers before repeating them.  Once batched, the information is input into the central 
mainframe using 12 Data General terminals and then the data input forms are boxed 
according to batch number and not ministry. 
 
At present, there is only one exception in this process.  USAid funded a pilot project to 
enable the Ministry of Education, Sports and Culture to capture its own payments information 
and send tapes directly to the Central Computing Services for processing.  This excludes the 
Central Payments Office from making an external verification on vendor and payments 
information.  The file formats used are the same; only the computer platform is different.  
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The Ministry of Education, Sports and Culture operate a 1VS: CPG system on a Wang 
network.  It was designed to support 25 users, but can only support 12.  The nine regional 
offices use the same system and submit their tapes to the central government office where the 
data is merged together and then submitted to Central Computing Services.  It was intended 
initially that the data would be sent electronically via the telephone line to the central office, 
but this system failed due to poor telecommunications capacity.  Therefore, the regions are 
required to send tapes overnight.  This is not always achieved and often tapes are received 
late.   
 
After the Central Payments Office captures the information the Central Computing Services 
or process it.  Processing by Central Computing Services includes dealing with the direct 
deposits to creditors and printing cheques.  Direct deposits are handled by producing 
cashbook diskettes that list all creditors to be paid by the Central Bank of Zimbabwe and 
Standard Chartered Bank.  Along with the diskette, Central Computing Services prints a 
single cheque to each bank covering all payments to be made.  
 
Central Computing Services manages the central mainframe treasury accounting system 
known as TY40 (ie the general ledger).8  The TY40 is a bespoke system built in the 1970s; it 
evolved from a punch card system.9  TY40 is a NEAT/3 system developed by NCI using 
assembly language.  Although it runs on an NCI 9800 machine now, the program used to 
operate on a Criterion.  Back-up tapes are stored in a strong room on site.  
 
After processing, Central Computing Services issues a printout (ie a certificate of payment) 
that gives an accounting of expenditures.  The Central Payments Office compares this 
printout with the appropriate batch and returns both to the ministry.  At the end of each month 
Central Computing Services distributes a full printout report of all payments made that 
month.  The ministries use this report to reconcile and request adjustments as necessary.   
 
These objectives and purposes of each payment system are summarised in the tables that 
follow.  (An analysis of documentation flow for payments is in Appendix D) 
 

                                                 
8 In addition to the general ledger mainframe system, Central Computing Services runs all the other centralised 
systems including: payroll, pensions, taxes, social welfare, higher education.  Central Computing Services 
programmers are stationed at Customs to administer their system which runs on ASYCUDA software. 
9 The TY41 module of TY40 is used to generate urgent cheques. 
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eneral Ledger and 
Budgeting System
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Purchase O
rder 

Processing and 
Accounts Payable 

System
 

• 
to control the purchase of 
m

aterials, goods, fixed assets, 
equipm

ent, w
ork and 

services, including travel and 
subsistence by ensuring that 
purchase orders are not raised 
unless the funds are available 
to pay for those services 

• 
to control travel and 
subsistence advances by 
ensuring that no advance is 
given unless previous 
advances have been cleared 

• 
to control the purchases by 
ensuring that they are only 
accepted and paid for against 
properly authorised purchase 
orders 

• 
to im

prove the control of the 
purchasing and paym

ent 
functions by recording and 
producing purchase orders 

• 
to stream

line the paym
ents 

process to ensure that bona 
fide creditors are paid on tim

e 
• 

to assist in cash flow
 

forecasting 
• 

to provide a safe and secure 
process for the autom

ated 
paym

ent of creditors. 
 

Purchase O
rder Function 

• 
undertake a budget check to determ

ine availability of funds prior to the issue of a purchase order form
 

• 
m

aintain a record of all internal purchase order dem
ands w

hich are not accepted 
• 

generate autom
atic purchase orders w

ith a unique order num
ber for each order placed 

• 
print disclaim

ers on the purchase orders w
ith respect to price variations from

 original quotations 
• 

establish control over, and ensure com
prehensive recording of, com

m
itm

ents m
ade by 1) m

aintaining a 
register of purchase orders placed both internally and externally and 2) m

aintain a record of the 
fulfilm

ent of such orders 
• 

ensure that adjustm
ents are m

ade in the com
m

itm
ent process for cancelled and/or am

ended orders 
• 

provide a m
eans of checking that goods received and invoiced are in accordance w

ith those ordered, 
either through m

atching goods received notes (w
here used) or verifying invoice details 

• 
provide inform

ation on future liabilities w
ith respect of goods and services ordered, but not yet 

invoiced 
• 

im
prove m

onitoring of supplier m
arkets by retaining details of the latest prices of regularly purchased 

products 
• 

m
aintain large supplier details by specific locations 

• 
provide a m

eans of m
onitoring unfilled and overdue orders 

A
ccounts Payable Function: 

• 
record and report the indebtedness to all suppliers 

• 
provide an up-to-date enquiry facility for suppliers enquiries 

• 
ensure that com

m
itm

ent details are updated on receipt of actual invoice details 
• 

produce exception reports on large variances betw
een com

m
itted am

ounts and actual invoice am
ounts 

• 
pay regular suppliers by direct bank transfers or cheque and produce cheques and rem

ittance advices 
for paym

ents to other external suppliers 
• 

enable the paym
ent of internal service providers through internal transfer of funds 

• 
allow

 for partial paym
ents, support debit and credit notes and identify duplicate invoices 

• 
provide the facility for m

ultiple paym
ent options if required 

• 
allow

 for m
anual paym

ents and m
ark the invoice as paid 

• 
operate either a balance forw

ard or open item
 or a com

bination 
• 

assist w
ith cash m

anagem
ent 

• 
allow

 the selection of invoices for paym
ent based on: date of invoice, specific invoices, all invoices for 

a specific supplier 
• 

enable clearance of advance paym
ents against expense claim

s only. 
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PA
Y

M
E

N
T

S 

System
 

O
bjectives 

Purpose 

Accounts Receivable and 
Invoice Processing 

System
 

• 
to provide an im

proved 
m

eans for the recording of 
non-tax revenue 

• 
to provide control and 
security for m

oney received 
• 

to produce sales invoices for 
services provided by 
governm

ent to show
 

‘custom
er’ indebtedness 

• 
to assist w

ith revenue 
collection 

• 
to stream

line the receipts 
process to ensure that m

oney 
received is deposited and 
reconciled in a tim

ely, 
accurate and efficient m

anner 
• 

to assist in cash flow
 

forecasting 

A
ccounts R

eceivable Function : 
• 

record and report the indebtedness of all custom
ers by recording details of autom

atically generated 
and m

anual sales invoices 
• 

allow
 for partial paym

ents and m
ark the sales invoice accordingly 

• 
support debit and credit notes 

• 
generate receipts and deposit slips for cash received (w

here applicable) 
• 

process data from
 m

anual receipts 
• 

record and report all cash received, irrespective of w
hether an invoice w

as generated for the service 
provided or a penalty im

posed 
• 

allocate funds received either 1) to specific cost centres, 2) to particular program
m

es or projects or 3) 
to a ‘tem

porary deposit’ or unallocated revenue account but produce regular reports on all such 
allocations 

• 
m

aintain separate bank accounts for each reporting entity 
Invoice Processing Function : 
• 

generate sales invoices and credit notes for either external custom
ers or em

ployees ow
ing the 

governm
ent m

oney (eg house rentals, surcharges and so on) 
• 

provide inform
ation for sales/incom

e analysis 
• 

provide a m
eans of m

onitoring unpaid invoices. 
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Records Issues 
 
Broadly, the payments system works well and the accounting clerks are knowledgeable and 
know how to make it operate smoothly.  However, there are limitations to the system.  Most 
significantly, the current system is not integrated.  A wide range of manual systems supports 
a central computerised batch processing system.  This central system is stand-alone and 
interfaces only with the payroll system. 
 
The manual systems capture and summarise transactions to provide control at the local 
reporting level.  Centralised data capture only occurs at the point at which transactions are 
already authorised for payment (ie individual transactions are only captured immediately 
prior to payment).   
 
This results in a system that does not provide adequate information on which to base 
decisions affecting financial management.  Expenditures are committed at locations all 
around the country.  District offices must send the associated data to the capital before it is 
captured in any organised way.  The Central Payments Office only receives and enters 
records that are authorised for payment; there is no information about the commitments that 
are in the earlier stages of processing (ie commitments made with suppliers, but not yet 
approved for payment).  The following table lists the volume of transactions that are 
generated by the Head Office of the Ministry of Education, Sports and Culture and its 
regional offices on a yearly basis.10  It provides an illustration of the scale of this problem. 
 

Volume of Transactions  
Ministry of Education, Sports and Culture and the Regional Offices 

1998 
 Internal 

Requisitions 
External 

Requisitions 
 

Payments 
 

Advances 
Other 

Payments 
 

Receipts 
Journal 

Vouchers 
Head Office 500 100 3000 66 485 120 4480 

Harare 
Province 330 1500 2000 10 5 11 1110 

Manicaland 1500 2200 2800 45 6 26 1184 

Mashonaland 
Central 500 395 589 20 9 17 549 

Mashonaland 
East 550 450 125 30 5 26 1130 

Mashonaland 
West 550 450 921 35 15 21 1143 

Masvingo 450 690 600 40 7 36 713 

Matabeleland 
North 1200 900 1900 40 7 22 950 

Matabeleland 
South 320 400 550 25 6 20 573 

Midlands 575 600 1500 35 7 31 1304 

TOTAL 6,475 7,685 13,985  346  552  330 13,136 
 
                                                 
10 Figures are derived from a report by Ernst & Young to the Government of Zimbabwe, Ministry of Finance. 
PFMS Project Deliverables Volume I (July 1998). 
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If the central payments system fails, the supporting paper records are of little value as 
back-up reference because it is difficult to retrieve them.  To fully reconstruct a purchase, an 
accounting clerk might have to refer to several or all of the following documents: 
 
• three competitive vendor quotations 
 
• Comparative Schedule 
 
• Tender Board approval 
 
• Standing Contracts 
 
• Tradesman’s Requisition (four copies exist) 
 
• Commitment Register 
 
• Packing slip/s 
 
• Issue Voucher (four copies exist) 
 
• Departmental Assets Register 
 
• Assets Notice 
 
• Receipt Voucher 
 
• Sales Invoice 
 
• Credit Notes 
 
• Cash Receipts 
 
• Deposit Slips 
 
• Payment Voucher 
 
• Schedule of Accounts 
 
• Computer input readout. 
 
This is difficult because either the requisitioning clerk, authorising officer, one or more 
accounting clerks, the authorised receiving employee, stores clerk, assets clerk, vendor, 
Central Payments Office staff or Central Computing Services staff could have any one or a 
number of these documents.  There is no standard record keeping system or registry that 
manages and tracks these records.  As a result, if there is a query, clerks retrieve information 
by memory. 
 
There is little flexibility in the way that the system presents information.  Ministries have 
little input into how information is structured by the system; this minimises further the ability 
for the system to support officials making financial decisions.  
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These limitations reduce the quality of the information that is made available to financial 
managers.  It is these factors (and others) that have led the Ministry of Finance to commission 
an integrated computerised Public Financial Management System. 
 
 
Public Financial Management System (PFMS) 
 
With funding from the United Nations Development Program (UNDP), the Zimbabwe public 
service intends to introduce a computerised Public Financial Management System (PFMS) as 
part of the reform programme currently underway.  The PFMS will carry out the accounting 
and financial transactions for all ministries so as to replace the sytems currently operated by 
the Central Payment’s Office and Central Computing Services.  It is hoped that the system 
will enable the government to move forward from a cash accounting system to modified 
accrual accounting. 
 
The project consists of two major components.  The first stage involved a current situation 
analysis and strategy development.  This was completed in December 1998.  The second 
component of the project is to computerise government public financial management systems 
down to the provincial levels.  The pilot phase was scheduled to begin in March 1999 and 
would involve the introduction of an SAP 4.0B integrated financial management system in 
Treasury Central Computing Services and the Ministry of Education, Sports and Culture.  At 
the time of this visit, the pilot had been delayed until December 1999.  Once the system is 
piloted successfully, it will be applied to other ministries. 
 
The new system aims to extend the use of information technology into areas that are not 
being serviced at present.  Its benefits should include: 

 
• increasing the capacity to control and monitor expenditure and receipts both within line 

ministries and across government 
 
• strengthening internal control to prevent fraud 
 
• expanding the ability to access information on the government’s cash position and 

economic performance 
 
• enabling the government to demonstrate greater accountability to donors 
 
• standardising the accounting analysis of transactions, to enable comparisons across 

government, between periods and to meet international reporting standards 
 
• producing prompt and accurate reports for budgets, actual expenditure and committed 

expenditure, at all levels and tailored to suit the needs and responsibility of each user.  
The system should allow for generation of various accounting and financial 
management reports 

 
• addressing the control issue of purchase orders (commitment accounting) according to 

the availability of unspent and uncommited budget resources 
 
• integrating the budgeting, expenditure and cashflow management systems. 
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The Government wants the PFMS to provide Zimbabwe with a modern accounting and 
financial management system that will have access to all the line ministries’ financial 
information and be able to control, monitor and supervise the management of public funds. 
 
The design of PFMS reflects a requirement to continue to hold information centrally, but as 
far as possible, to delegate to line ministries control and accountability for their financial 
affairs.  The system will not only process financial information relating to the resources 
consumed or received, but will also hold selective non-financial information relating, for 
example, to the output which has been generated.  It will therefore hold a comprehensive 
picture of the level of performance that has been achieved. 
 
Ultimately the system may reflect financial performance more accurately, but it may not meet 
fully the Government’s financial accountability requirements.  Traditional information 
technology systems design uses an analytical method that draws a boundary around the 
computer.  However, it is often the inputs and the outputs of the system that are required to 
demonstrate accountability.  For example, tied to the PFMS system are extensive reporting 
requirements; much of which will consist of printed reports (see Appendix E).  The National 
Archives is responsible for scheduling these records for destruction or transfer to the archives 
and will need to advise on new procedures for physically managing the inputs to and outputs 
from the system.  The Accounting Manual should take account of these procedures. 
 
 
Revenue 
 
Overview of Process 
 
Customs and Excise was selected to illustrate a revenue-generating department.  The 
Department of Customs and Excise is part of the Ministry of Finance.  It is responsible for 
assessing and collecting customs, excise, duties and import tax.  The department also 
administers regulations pertaining to import and export control, exchange control, excise 
control and drugs control.  Finally, Customs and Excise is responsible for licensing and 
controlling premises used for the manufacture of goods under rebate.   
 
 
Records Issues 
 
Three document flows were examined:  
 
• clearance of commercial goods at a port of entry or inland port (Customs) 
 
• issuing of import permits (Customs) 
 
• drawback of duty (Excise). 
 
Customs and Excise operates mixed manual and computerised systems.  Zimbabwe uses 
ASYCUDA software to support the computerised parts of customs and excise functions.   
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Documents are prepared at the port level and data tapes are sent into to the head office in 
Harare.  The head office often has problems retrieving electronic data.  This is compounded 
by the fact that the central system is overloaded and cannot handle all of the data it is 
receiving.  According to one internal auditor, there are no back-ups of the data.  At the port 
level, where the original documents are kept, it was alleged that the Bills of Entry are 
improperly filed.  To illustrate the magnitude of this problem, some ports may receive up to 
800 Bills of Entry each day.  As a result, if the central computerised system were to fail, it 
would be extremely difficult to retrieve paper documents from the ports in any meaningful 
way to reconstruct the system.  Even in minor instances where data is either not input into a 
field or input incorrectly, it is virtually impossible to retrieve the document to correct the 
entry. 
 
At the head office, the accounts section maintains files with serially numbered Bills of 
Exchange.  The copies of these and all supporting documentation are retained by the Customs 
section, instead of being filed and stored in the registry.  Messengers put records wherever 
there is space.  Officials admit that records are not kept systematically and that, as a result, 
they are difficult to retrieve.   
 
Transaction records are seen as a security item and are kept separately from the registry 
system which manages correspondence and other records.  Clearance officers and accounting 
clerks in the head office accounts section have neither the training nor the obligation or 
motivation to keep records properly; it is not viewed as a priority. 
 
The rotation of clearance officers present a unique problem.  As an anti-corruption measure, 
the department regularly rotates officers to other ports where their main function is to collect 
duty.  One effect of the rotation process is that officers do not feel a responsibility for the 
state of records at each port.  Ports do not retain a specified individual to manage the records 
securely.  In some cases, it was revealed that some officers resist keeping records in an 
orderly fashion because it is easier to hide a corrupt transaction in a chaotic system. 
 
A registry system exists in the Department of Customs and Excise that extends from the head 
office to the border posts.  However, because the department splits the management of main 
transaction records from that of other records, the registry is unable to bring transaction 
records under control.  The registry has written instructions to manage correspondence files.  
(See Appendix E).  However, the instructions would need to be adapted for use by the 
clearance officers and accounting clerks who keep the transaction records.   
 
The registry supervisor from the head office carries out regional inspections. These 
inspections consist of checking whether the registry is following the indexing system.  The 
supervisor will test whether the registry can retrieve records.  This includes examining the 
shelf arrangement and checking whether files are kept systematically.  An inspection is made 
of the file’s internal controls (ie whether pages are folioed).  A general inventory of the 
registry is made to determine the total number of files, the number currently out of the 
registry, when these were removed and by whom.  As part of the inspection, attempts are 
made to determine whether staff can locate a sample of these files.  Finally, health, safety and 
security checks are made on the physical environment of the registry.  The registry supervisor 
submits inspection reports to the head office, but few of his recommendations are followed-
through.  A report on the general situation has been submitted, but again, no action has been 
taken on it.  There is no similar system of inspections for transaction records.  
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Payroll 
 
Overview of Process 
 
The human resource function is made up almost entirely of manually based processes.  Every 
time an employee is hired three files are opened: one at the ministry, one at the Public Service 
Commission and one at the Salary Services Bureau.  Copies of all documents of any actions 
taken regarding a civil servant’s terms of employment must be distributed to each of these 
files.   
 
Officials in the ministries manually prepare all payroll actions and forward the documents to 
the Salary Services Bureau for processing.  The Government currently pays civil servants 
using the Salary Services Bureau, which has its own bespoke computerised system to process 
the Government’s salary bill.  The system was written in Progress language and is used on 
the AIX operating system on a Risc 6000 machine.  The Public Service Commission is in the 
process of acquiring a human resources information system (HRIS) that will interface with 
the payroll system.  It is expected that the HRIS system will be able to download selected 
salary information.  At the time of the research study the Public Service Commission was 
taking delivery of the hardware. 
 
The computerised pension system automatically writes records to an audit file following the 
verification process.  A clerk cannot write to the audit file and the system cannot overwrite 
the file.  Back-ups made of this file are stored on site. 
 
Three document flows examined include:  
 
• Joiners procedures (ie creation of a post, advertising posts, applicant registration, 

recruitment and selection, reappointment, etc) 
 
• Leavers procedures (ie resignation, retirement, dismissal, etc) 
 
• Change procedures (ie remuneration, advancements, promotions, transfer and 

regarding, etc). 
 
 
Records Issues 
 
The procedures for adding staff to the payroll, adjusting their salary as necessary and 
terminating their employment are clear and understood well by administrators.  However, 
there are still problems with the system.11   
 

                                                 
11 Most problems occur in the area of allowances.  The number of allowances runs into the hundreds and may 
apply to either individuals or classes of civil servants; some allowances are voluntary and some are not 
(ie medical aid is a voluntary allowance, but the level of aid is determined by the State).  Salary Services Bureau 
officials also express concerns that the percentage of overtime allowance payments compared to pay is high.  In 
addition to allowances, there is a problem with people retiring and still getting paid.  The Ministry of Education 
in particular has a problem because of multiple payrolls (ie government payroll, Unified Teaching Services 
payroll). 
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In particular, payroll information is difficult to retrieve.  The Salary Services Bureau registry 
receives all documents that the ministries submit to the Bureau.  Upon receipt, a registry clerk 
inputs the key data into the payroll system.  The clerk opens a file for new employees or, if 
the ministry is requesting a change or leave action, the clerk searches for the file for existing 
civil servants.  Every civil servant has a salary file.  All salary files, whether open files or 
closed, are kept on site in the registry.  Over time, the registry has become highly congested 
and it is difficult to retrieve information efficiently.12 
 
Information flow diagrams for joiners, leavers and change procedures are in Appendix F. 
 
 
Pensions 
 
Overview of Process 
 
The Government operates one type of civil service pension scheme.13  It is both compulsory 
and contributory for all permanently employed civil servants; 7.5% of a civil servant’s salary 
is paid to the pensions office. The pension scheme does not include contract employees. 
 
The current system is completely manual.  However, in 1998 a consulting firm carried out a 
systems analysis.  The Adjudication Committee is now preparing an evaluation report to 
submit to the Tender Board and there are hopes that a computerisation project will commence 
by the end of 1999. 
 
 
Records Issues 
 
One of the most significant problems is that information flow is slow.  For example there are 
cases where a ministry does not properly notify an individual that they are to retire.14  This is 
discovered because the individual continues working, but their pay cheque stops.  To solve 
the problem, the Public Service Commission’s regulations require that the ministry must re-
employ the civil servant and then re-retire them.  This increases overall salary costs to the 
government.15 
 
The Pension Office of the Salary Services Bureau keeps all pension files.  Transaction 
records in pensions do flow through the registry.  Once a file is opened a location slip is 
created before the file is sent to the assessment department.  However, once the file arrives in 
the assessment department all file tracking ends.  Pension clerks do not fill out the location 
slip and send it to the registry as the file moves through the system.  As a result, when an 
officer needs to find a file they must go to each section in the department to try to find it.  In 
some cases this takes only a day, but in other instances it has taken up to four days or longer.  
Although it is rare for a file to become lost completely, much staff time is lost searching for 
files. 
 

                                                 
12 The research team was not permitted to view the registry facilities at the time of this visit. 
13 War veterans and war victims are paid under their own pension scheme. 
14 The Ministries of Health and Education have the highest occurrence of this problem. 
15 The research team was unable to obtain an approximate annual figure. 
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As a result of extreme congestion in the registry, many pension payments end up in a 
suspense account (ie a temporary deposit account) because the files are missing and the 
Salary Services Bureau cannot reconcile the pension with the pensioner.  In some instances, 
the government has tried to deposit payments into a pensioner’s account but cannot do so 
because the account is closed.  The bank does not feel it is their responsibility to provide 
details on closed accounts and the pension office does not have the file so they cannot 
distribute the payment to the individual.  It is estimated that ZIM$ 7,000,000 is waiting in a 
suspense account for war veterans alone. 
 
Process flow diagrams for Pensions are in Appendix G. 
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Appendix A 
 
 

LIST OF PEOPLE INTERVIEWED 
 
 
Office of the Comptroller and Auditor-General 
 
Mr A E Harid, Comptroller and Auditor-General 
Mrs Vingirai, Director of Audit 
Mr S T Mutsau, Director of Audit 
Mr S A Mzondo, Deputy Auditor-General 
Mrs J Mukamba, Deputy Auditor-General 
Ms N Mandeya, Computer Auditor 
Ms E Lusiasi, Registry Supervisor 
Ms M Mutambudzi, Registry Clerk Classification 
 
 
Ministry of Finance 
 
Accountant General’s Office 
 
Mr J Gutu, Accountant General 
Mr P Mashingaidze, Deputy Accountant General 
Mr Zvandasana, Deputy Accountant General, Consolidated Accounts and Policy, National 

Development Fund 
Mr M E Gomwe, Chief Accountant, Aid Accounting and Parastatals, National Development 

Fund 
Mrs M Chimyemba, Assistant Chief Accountant (Internal Audit) 
Mr Nyakuedzwa, Senior Accountant 
Mrs S Guti, Senior Accountant, Debt Management, National Development Fund 
Mrs Z Muze, Accountant, Aid Accounting and Parastatals, National Development Fund 
Mr Pengese, Manager, Central Payments Office 
Mr R Mupatsi, Acting Supervisor, Central Payments Office 
 
Central Computing Services 
 
Mr K Jairosi, Deputy Director, Operations 
Mr C G DeSuza, Systems Analyst 
 
Administration and Finance 
 
Mr F R Makumbe, Chief Executive Officer, Accounts 
Mr A Katsande, Principal Executive Officer, Administration and Personnel 
Mrs Mute, Executive Officer, Administration 
Mrs F Muchemwa, Executive Officer, Personnel 
Mr Patrick Dambamupfe, Senior Clerk, Accounts 
Mr J Chiripanyanga, Clerk, Accounts 
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Public Sector Expenditure Division 
 
Mr K Ziramba, Chief Economist 
Mr C Kwashirai, Principal Economist 
 
Department of Customs and Excise 
 
Mr C E Munyaradzi, Director 
Mr Maserere, Deputy Director 
Mrs P Freddy, Principal Executive Officer 
Mr M Cochrane, Collector, Internal Audit 
Mr J Chirenda, Registry Supervisor, Head Office 
 
 
Ministry of Home Affairs 
 
National Archives 
 
Mrs D Sibanda, Acting Deputy Director, National Archives 
Mr F Maunze, Head of Records Management 
Mr M Kanji, Archivist 
Mr P Ngulube, Chief Research Officer 
 
 
Ministry of Public Service, Labour and Social Welfare 
 
Salary Services Bureau 
 
Mr M Chifamba, Director 
Mr K Katamba, Deputy Director 
Mr S Chitambara, Deputy Director 
 
Pensions Office 
 
Mr Mnkandla, Deputy Director 
Mrs E Makore, Assistant Director, Accounting 
Mr J Mhlanga, Section Head, Computer Payments 
Mr S Samvura, Section Head, Finance 
Mrs J Kanyoka, Section Head, Assessment Section 
Mr S Basvi, Supervisor, Finance and Expenditure 
Mr W Tigere, Acting Supervisor 
Mrs L Chimalilo, Registry Supervisor 
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Ministry of Education, Sport and Culture 
 
Mr E Nbmafovero, Acting CEO, Expenditure, Finance Division 
Mr F Gasi, Acting Under Secretary, Internal Audit 
Ms P Mutero, Education Officer, Processing Division 
Mr M Makonese, Computer Operator 
Mr I Kiti, Acting Registry Supervisor, Policy Registry 
Mrs M Kamba, Registry Clerk Classified, Staff Registry 
 
 
Ministry of Local Government and National Housing 
 
Development in Practice (advisers) 
 
Mr A Mlalazi, Director 
Mr R Mellors, Director 
 
 
World Bank, Zimbabwe 
 
Mr T Allen, Country Director 
 
 
United Nations Development Programme 
 
Mr A Muzanenhamo, Programme Officer, Programme on Accountability and Transparency 

(PACT) 
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A
ppendix B

  
A

nalysis of the R
eport of the C

om
ptroller and A

uditor-G
eneral for the Financial Y

ear E
nded June 30, 1996 

Section 3: A
PPR

O
PR

IA
TIO

N
 A

C
C

O
U

N
TS 

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised System

s Issues 

V
ote 1: O

ffice 
of the President 
and C

abinet 

Im
proper 

M
aintenance of 

Financial 
R

ecords 

4. I am
 concerned at the m

anner in w
hich the 

registers for advances, public service surcharges, 
orders and fines and departm

ental surcharges are 
being m

aintained by the D
epartm

ent of C
entral 

Statistical O
ffice.  The registers are not being 

regularly updated and checked. 

✘✘✘ ✘
 

C
om

puterised records w
ill not contain or 

generate accurate inform
ation if this is 

deliberately not entered (captured) 

Interim
 (w

ithin year audits / inspections could 
track failure to capture data and w

ithhold 
further advances until records w

ere updated. 

V
ote 2: 

Parliam
ent of 

Zim
babw

e 

 O
riginal 

Estim
ate for 

V
ote: 

Z$ 33,995,000 

M
Ps salaries 

and allow
ances 

and subsistence 
and transport 

Z$ 13,137,000 

A
dvances 

(including 
disallow

ances) 

2.  I observed that som
e outstanding advances 

date back to 1990 and I am
 concerned over the 

lack of recovery or clearance of foreign advances 
am

ounting to $42 264 from
 four honourable 

m
em

bers since 1994/95 financial year. 

  

 
The salaries system

 (SSB
) is designed to 

recover this type of advance from
 em

ployees. 
It m

ay be that individuals advances are not 
captured and repaym

ents due not therefore 
com

puted. 

This type of avoidance of program
m

ed 
procedure could be detected w

ithin year and 
acted on before year end by internal audit. 
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A

nalysis of the R
eport of the C

om
ptroller and A

uditor-G
eneral for the Financial Y

ear E
nded June 30, 1996 

Section 3: A
PPR

O
PR

IA
TIO

N
 A

C
C

O
U

N
TS  

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised System

s Issues 

B
udgetary 

C
ontrol 

    

2. Ineffective com
m

itm
ent control and failure to 

com
ply w

ith correct procedures for processing 
virem

ents resulted in unauthorised excesses on 
15 item

s of the V
ote totalling $946 716. 

 
It w

ould appear the com
puterised accounts 

system
 does not enforce hard budget 

constraints. 

 If this w
as a policy decision, there should 

have been procedures for a supplem
entary 

budget.  

 It needs to be established  w
hether the 

planned PFM
IS design has rectified this issue 

V
ote 3: Public 

Service, Labour 
and Social 
W

elfare 

 O
riginal 

Estim
ate: 

Z$ 
1,348,560,000 

U
nvouched 

Expenditure 

 

4. V
ouchers inadequately supported and not 

produced for audit at the tim
e of signing this 

account am
ounted to $4 957 482.  I could, 

therefore, not determ
ine w

hether the expenditure 
incurred form

ed a proper charge against public 
funds. 

✘✘✘ ✘
 

 

   



 

39 

 

A
nalysis of the R

eport of the C
om

ptroller and A
uditor-G

eneral for the Financial Y
ear E

nded June 30, 1996 
Section 3: A

PPR
O

PR
IA

TIO
N

 A
C

C
O

U
N

TS 

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised System

s 
Issues 

M
isappropriation 

of Public Funds 

  

5. The high incidence of m
isappropriation of 

public funds w
ithin the M

inistry’s departm
ents 

is of concern to m
e.  A

m
ounts rem

aining 
uncleared in the advances accounts as of 
June 30, 1996 am

ounted to $798,544. 

The m
anual com

m
itm

ent register 
w

hich is m
eant to reconciled 

m
onthly, and the A

ppropriation 
R

eport from
 the accounts system

 
w

ould reflect expenditure at any 
tim

e after it occurred.  This is an 
exam

ple of records N
O

T being 
sought. 

The com
puterised system

 in use and the 
planned PFM

IS can track expenditure, 
perhaps auditors need to be obliged to 
include specific expenditure tracking in 
their program

m
es.  ie program

m
es 

designed to m
eet know

n areas of 
w

eakness. 

A
dvances  

(including 
disallow

ances) 

7. The M
inistry’s advances records for all 

sub-votes w
ere either inadequate or incom

plete.  
R

econciliation of m
anual advances records and 

the com
puter printout need to be im

proved. 

7.3 A
 num

ber of officers had m
ultiple 

outstanding balances on subsistence and 
transport as at the close of the financial year.  
Standing instructions forbid the issue of 
additional advances until the advances m

ade in 
previous m

onths have been cleared or adjusted. 

✘✘✘ ✘
 

 

V
ote 3 

continued 

          Salaries 
Estim

ate: 

Z$ 78,710,000 

N
ew

 Salary 
Service B

ureau 
C

om
puterised 

System
 

 

12. The G
overnm

ent w
as defrauded of m

ore 
than $1,425,120 through the m

anipulation of 
pay records by a Salary Service B

ureau official.  
The new

 com
puterised payroll system

 w
hich 

becam
e operational in June 1995 had not been 

fully developed and testing procedures w
ere not 

adequately carried out. 

 
It is im

portant that the requisite controls to 
prevent this type of occurrence have been 
included in the PFM

S design. 
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A
nalysis of the R

eport of the C
om

ptroller and A
uditor-G

eneral for the Financial Y
ear E

nded June 30, 1996 
Section 3: A

PPR
O

PR
IA

TIO
N

 A
C

C
O

U
N

TS 

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised System

s 
Issues 

B
udgetary 

C
ontrol 

1. Paym
ent vouchers am

ounting to $76,619,199 w
hich w

ere 
a legitim

ate charge to the vote during the current financial 
year w

ere held back and carried forw
ard to the 1996/97 

financial year.  This action had the effect of understating the 
total expenditure of the V

ote by the sam
e am

ount. 

 
A

nother exam
ple w

here neither records 
nor com

puterisation can enforce the 
im

plem
entation of procedures. 

Fraudulent 
Paym

ents to 
Surgic Equipm

ent 
Supplies (Pvt) 
Lim

ited: 
$1,179,900 

3. The M
inistry w

as defrauded of $1,179,900 purported to 
be paym

ent for 108 gear boxes supplied to the Zim
babw

e 
N

ational A
rm

y O
rdnance Supply D

epot (G
roups 1 and 2) by 

a bogus com
pany Surgic Equipm

ent Supplies (Pvt) Lim
ited.  

D
ue to lapse in the im

plem
entation of internal check and 

control system
 the fraud w

as discovered long after 
$1,094,450 of the total paym

ent of $1,179,900 had been 
w

ithdraw
n from

 a Post O
ffice Savings A

ccount w
here the 

cheque paym
ents w

ere deposited by the C
om

pany 

 
Im

proved Internal A
udit w

ould deter or 
at least detect this early. 

It underm
ines potential gains from

 
im

proved records m
anagem

ent. 

V
ote 4: 

D
efence 

Im
prest A

ccounts: 
Zim

babw
e 

N
ational A

rm
y: 

Fraudulent and 
Irregular 
Paym

ents: 
$2,896,323 

4. Paym
ents am

ounting to $2,896,323 m
ade from

 Zim
babw

e 
N

ational A
rm

y im
prest account w

ere not properly acquitted 
as explained below

: 
- 

A
 paym

ent of $2,015,444 purportedly for dem
obilised 

and discharged m
em

bers w
as not properly acquitted to 

the m
em

bers.  There w
as no evidence that the m

em
bers 

received the m
oney. 

- 
D

ual paym
ents am

ounting to $809,093 w
ere 

fraudulently m
ade 

- 
There w

ere no invoices to support paym
ents am

ounting 
to $71,786. 

✘✘✘ ✘
 

A
s above 

 



 

41 

 

A
nalysis of the R

eport of the C
om

ptroller and A
uditor-G

eneral for the Financial Y
ear E

nded June 30, 1996 
Section 3: A

PPR
O

PR
IA

TIO
N

 A
C

C
O

U
N

TS 

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised System

s 
Issues 

Sub-V
ote I:  

A
dm

inistration 
and G

eneral 
Public Financial 
A

ssets 

3.1 Investm
ent certificates valued at $485,565,201 w

ere not 
produced for m

y verification. 
✘✘✘ ✘

 
 

V
ote 5: Finance 

Sub-V
ote III:  

C
ustom

s and 
Excise 
A

dvances B
lock 

G
rant 

4.1 A
dvances records w

ere poorly m
aintained resulting in 

long-outstanding balances in advances travelling and 
subsistence, advances m

iscellaneous and disallow
ances. 

✘✘✘ ✘
 

This is a recurrent issue throughout the 
report.  

C
learly, PFM

S could suffer the sam
e 

abuses, ie non-entry of inform
ation. 
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A
nalysis of the R

eport of the C
om

ptroller and A
uditor-G

eneral for the Financial Y
ear E
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PPR
O

PR
IA

TIO
N

 A
C

C
O

U
N

TS 

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised System

s 
Issues 

Failure to subm
it 

returns 
1. 

The M
inistry failed to subm

it for audit the follow
ing 

returns: 
1.1 A

dm
inistration and G

eneral Sub-V
ote 

Subsistence and Travel 
Inter-D

epartm
ental C

learance: Interim
 Salary A

dvance 
1.2 W

ater D
evelopm

ent Sub-V
ote 

C
entral Paym

ents O
ffice W

ater D
evelopm

ent W
orking 

A
ccount 

Im
prest: M

anicaland 
A

dvances <listed in report> 
Tem

porary D
eposits <listed in report> 

 
A

dvances to individuals are m
eant to 

recovered from
 em

ployee salaries. 
W

here this does not happen, the 
relevant data m

ay not be being captured  

V
ote 9: Lands 

and W
ater 

R
esources 

Im
proper 

A
ccounting 

R
ecords 

2. 
The M

inistry did not have the follow
ing accounting 

records in place: 
2.1 A

dm
inistration 

and 
G

eneral 
Sub-V

ote: 
O

n-Sight 
Paym

ents A
dvances: D

isallow
ances, Interim

 Salary 
A

dvances, 
A

dvances 
M

iscellaneous, 
D

epartm
ental 

Surcharges, C
om

pensatory or E
x-G

ratia Paym
ents 

2.2 Surveyor G
eneral Sub-V

ote: Tem
porary D

eposits – Sale 
of Photographs, Tem

porary D
eposits – Suspected 

D
isallow

ances, O
utstanding D

epartm
ental Surcharges, 

O
utstanding D

isallow
ances 

2.3 W
ater D

evelopm
ent Sub-V

ote: V
ote of Credit Transfers, 

C
om

pensatory or Ex-G
ratia Paym

ents 
2.4 Suspense A

ccounts: A
dm

inistration and G
eneral and 

Surveyor G
eneral Sub-V

otes: W
ith the exception of the 

Tem
porary D

eposits segm
ent of the suspense accounts, 

no m
onthly reconciliations w

ere being carried out 
throughout the financial year. 

✘✘✘ ✘
 

PFM
S design needs to take N

ational 
D

evelopm
ent Fund accounting 

requirem
ents into account (this m

ay 
already be the case). 
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PPR

O
PR

IA
TIO

N
 A

C
C

O
U

N
TS  

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised System

s 
Issues 

Subm
ission of 

R
eturns 

1. 
The M

inistry failed to subm
it the follow

ing returns for 
audit: R

eceipts and D
isbursem

ents, Losses of and 
D

am
ages to State Property 

1.1 The other returns w
ere subm

itted w
ell after the statutory 

deadlines as follow
s, thus seriously ham

pering m
y 

tim
eous com

pletion of the audit. 
 

 
Internal A

udit could have flagged this 
trend w

ithin year w
hen “stop loss” 

action w
as still possible. 

Public Financial 
A

ssets 
3. 

The liability of the M
inistry on the loans stood at 29 

(1994/95: 27 out of 59) on-lent loans w
hich w

ere not 
supported by on-lent agreem

ents from
 a total of 60 

on-lent loans to parastatals that w
ere adm

inistered by the 
M

inistry. 

 
W

ould PFM
S flag disbursem

ents of on-
lent loans w

here the code for the 
agreem

ent had not been input? 

V
ote 10: 

A
griculture 

Loan G
uarantee 

and R
ent R

ecords 
4. 

The M
inistry did not m

aintain an independent record of 
its 

guarantees 
in 

respect 
of 

loans 
to 

Parastatals 
it 

adm
inistered, 

relying 
instead 

on 
quarterly 

returns 
furnished to it by the Parastatals.  I w

as therefore not 
satisfied that the $3,677,364,053 com

piled from
 the 

Parastatals returns as the M
inistry’s total liability as at 

June 30, 1996, w
as correct. 

4.1 Furtherm
ore the housing rents financial records w

ere not 
up-to-date at the conclusion of m

y audit w
hich could 

result in loss of revenue to the M
inistry. 

✘✘✘ ✘
 

W
ould PFM

S record guarantees for 
loans or their absence? 

If this inform
ation (on guarantees) w

ere 
generated, w

ould the report be 
requested for m

onitoring and by w
hom

 

 H
ousing rents – SB

B
 should m

ake these 
deductions.  If it does not, it could be 
because requisite data is not captured. 
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O
PR

IA
TIO

N
 A

C
C

O
U

N
TS  

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised System

s 
Issues 

V
ote 12: 

Transport and 
Energy 

U
nauthorised 

Expenditure 
1.1 It is a requirem

ent of Treasury that invoices for goods 
and services are due and payable w

hen goods are 
delivered or services rendered.  H

ow
ever, in a sam

ple 
audit, 59 unprocessed vouchers totalling $1,124,321 
w

ere held back during the financial year.  This action 
had the effect of understating by a like am

ount, the total 
expenditure on the V

ote as a w
hole.  Furtherm

ore, the 
expenditure w

ill have an adverse effect on the M
inistry’s 

cash flow
 in the 1996/97 financial year. 

1.2 The D
epartm

ent of C
ivil A

viation incurred $130,512 
due to w

ithheld vouchers.  O
ut of this am

ount, $104,696 
w

ere exchange losses and $25,816 w
ere for interest 

rates. 

 
Taking delivery of goods for w

hich there 
is no budgetary provision is in 
contravention of the paym

ents 
procedures as seen. The com

m
itm

ents 
register w

ould (if up-to-date) show
 

clearly w
here funds are available.  

D
eliberate contravention can only be 

deterred. 

 
A

dvances 
(including 
D

isallow
ances) 

2.1 A
 D

eputy Secretary at the M
inistry of Transport and 

Energy w
as advanced $12,000 for a business trip to 

Portugal w
hich w

as subsequently cancelled.  I did not 
find 

any 
evidence 

to 
suggest 

that 
the 

m
oney 

w
as 

refunded.  In addition, the officer in question had several 
other advances w

hich had not been cleared although he 
continues to receive fresh ones. 

2.2 Tw
o D

eputy Secretaries w
ere overpaid by $6,000 each 

on their D
ecem

ber 1995 gross salaries and I did not see 
any evidence to suggest that the M

inistry had recovered 
the overpaym

ents. 
 

 
The w

eakness of SSB
 in m

aking 
deductions from

 personal em
olum

ents 
recurs across m

inistries (see above) 
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PPR
O

PR
IA

TIO
N

 A
C

C
O

U
N

TS 

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised System

s 
Issues 

V
ote 12: 

continued…
 

Failure to Subm
it 

R
eturns 

3. 
Fourteen returns w

ere not subm
itted for audit, nam

ely: 
R

eceipts and D
isbursem

ents 1994/95; Extraneous 
W

orks: C
entral Laboratory, C

entral M
echanical 

Equipm
ent D

epartm
ent, D

efence, C
entral Laboratory 

Sam
ora M

achel and M
utare, Lands, Local G

overnm
ent, 

Post and Telecom
m

unications, C
ivil A

viation, W
ater 

D
evelopm

ent, Local A
uthorities, Provision C

ont; 
Provincial Clearing A

ccount (old), D
epartm

ental A
ssets 

 
 

Im
proper 

R
ecords 

4. 
A

s w
as reported during the previous financial year the 

M
inistry did not m

aintain a C
ontingent Liabilities 

R
egister.  The return subm

itted for audit by the M
inistry 

w
as a collection of individual returns subm

itted by the 
Statutory B

odies w
hose borrow

ings had been guaranteed 
by G

overnm
ent.  The accuracy of balances in respect of 

guarantees issued to cover loans m
ade to Statutory 

B
odies w

as rendered suspect. 

✘✘✘ ✘
 

 

D
epartm

ental 
A

ssets C
ertificate 

5. 
The M

inistry did not produce a departm
ental assets 

certificate for audit.  I could not, therefore, satisfy 
m

yself on the com
pleteness of the departm

ental assets 
records. 

✘✘✘ ✘
 

 

 

Statem
ent of 

R
eceipts and 

D
isbursem

ents as 
at June 30, 1996 

6. 
The return subm

itted by the M
inistry had a ‘nil’ opening 

balance w
hereas the Treasury consolidated return 

show
ed a balance of ($20,782,014) as at June 30, 1995.  

N
o effort w

as m
ade to reconcile the M

inistry’s opening 
balance w

ith Treasury records.  I w
as therefore unable to 

satisfy m
yself on the accuracy of this return. 

 
W

ould PFM
S avoid this situation? If so 

how
? 
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O
PR

IA
TIO

N
 A

C
C

O
U

N
TS 

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised System

s 
Issues 

O
utstanding 

Invoices 
7. 

Invoices w
hich rem

ained unprocessed at the end of the 
financial year am

ounted to approxim
ately $43 m

illion 
(1994/95: $2 m

illion).  H
ad these invoices been 

processed, the M
inistry w

ould have exceeded it V
ote by 

about $42 m
illion. 

M
ateriality: 

11.53%
 

 
U

nprocessed invoices often represent 
goods already received, ie the 
com

m
itm

ent has crystallised and w
ill 

probably be carried forw
ard in to the 

next fiscal year.  This affects budget 
perform

ance for the next year. 

V
ote 13: 

Foreign A
ffairs 

O
riginal 

Estim
ate: 

Z$: 364,220,000 

D
epartm

ental 
A

sset Certificate 
2. 

For the third year, I w
as unable to place any reliance on 

the D
epartm

ental A
sset C

ertificate as the M
aster A

sset 
R

egister w
as not up to date.  There w

ere num
erous 

discrepancies noted betw
een M

ission records and H
ead 

O
ffice records. 

✘✘✘ ✘
 

This is a clear exam
ple of a lack of 

enforcem
ent of procedures, w

hich 
w

ould not be solved by com
puterisation 

and records m
anagem

ent alone. 
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om
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PPR

O
PR

IA
TIO

N
 A

C
C

O
U

N
TS  

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised System

s 
Issues 

Loan to ZU
PC

O
 

1. 
A

n am
ount of $10 m

illion w
as loaned to epic w

ith effect 
from

 Septem
ber 1, 1993 w

ithout a signed agreem
ent as 

a w
ay of form

alising the transaction.  The balance 
outstanding as at June 30, 1996 w

as $8,098,024. 

 
 

D
epartm

ental 
A

ssets 
3. 

The D
epartm

ental A
ssets Certificate subm

itted to m
e 

could not be substantiated as asset records w
ere poorly 

m
aintained and there w

as lack of control over assets. 

✘✘✘ ✘
 

 

V
ote 14: Local 

G
overnm

ent, 
R

ural and U
rban 

D
evelopm

ent 

R
eturns not 

Subm
itted 

4. 
The follow

ing returns w
ere not subm

itted for m
y 

exam
ination and, as a result, I could not satisfy m

yself 
on the adm

issibility of these balances: A
dvance – 

C
entral R

ates Fund; A
dvances M

iscellaneous: H
ead 

O
ffice, M

arondera, C
hinhoyi, Travelling and 

Subsistence – D
erude, ID

C
S – D

erude, D
isallow

ances – 
D

erude 
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om
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O
PR

IA
TIO

N
 A

C
C

O
U

N
TS  

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised System

s 
Issues 

B
udgetary 

C
ontrol 

  

1.1 D
ue to the ineffective com

m
itm

ent controls and failure 
to follow

 correct procedures for processing virem
ents, 

unauthorised excess expenditure w
as incurred on 11 

item
s (1994/95: 13 item

s) of the V
ote as show

n below
 

<listing in report>. 

 
PFM

S and enhanced records 
m

anagem
ent w

ould not address failure 
to follow

 correct accounting procedures. 

Inadequate 
R

ecords and 
O

utstanding 
R

eturns 

  

3. 
I could not satisfy m

yself w
ith the correctness of 

balances outstanding on advances (including 
disallow

ances), tem
porary deposits and departm

ental 
surcharges because ledgers or registers w

ere either 
poorly m

aintained or did not exist.  The com
bined 

unadjusted suspense accounts and departm
ental 

surcharges am
ounting to $205,661,301 (1994/95: 

$104,097,237) w
ere not subm

itted for m
y exam

ination. 

✘✘✘ ✘
 

 

V
ote 16: 

Education
16 

    O
riginal 

Estim
ate: 

Z$ 
3,666,663,000 

A
dvances 

(including 
D

isallow
ances) 

4. 
A

 sam
ple test check on docum

ents m
ade available 

disclosed that a net am
ount of $10,195,081 (1994/95: 

$14,211,687) on advances had rem
ained outstanding for 

varying periods of up to fourteen years as at June 30, 
1996. 

 
 

                                                 
16 The C

om
ptroller and A

uditor-G
eneral notes that ‘I have exam

ined the Education A
ppropriate A

ccount and, in view
 of the num

erous and w
idespread qualifications detailed 

below
, I am

 unable to express an opinion, and I do not express an opinion on the expenditure and receipts of the V
ote for the financial year ended June 30, 1996.’ 



 

49 

 

A
nalysis of the R

eport of the C
om

ptroller and A
uditor-G

eneral for the Financial Y
ear E

nded June 30, 1996 
Section 3: A

PPR
O

PR
IA

TIO
N

 A
C

C
O

U
N

TS 

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 

V
ote 

Finding 
C

om
m

ent of C
&

A
G

 
Specific R

ecords
M

is-
m

anagem
ent 

A
udit Issues/C

om
puterised 

System
s Issues 

A
dvances 

(including 
D

isallow
ances) 

1. 
I could not satisfy m

yself that the returns subm
itted for audit 

properly reflected am
ounts outstanding as at June 30, 1996 

since registers/ledgers required by Treasury Instructions w
ere 

either not m
aintained or w

ere not w
ritten up and no 

reconciliations w
ere carried out betw

een the register/ledger 
balances and the C

entral Paym
ents O

ffice printout. 

✘✘✘ ✘
 

 
V

ote 17: Sport, 
R

ecreation and 
C

ulture 

D
epartm

ental 
A

ssets 
C

ertificate 

2. 
The validity of the departm

ental assets certificate subm
itted 

to m
e by the A

ccounting O
fficer w

as suspect because 
certificates from

 all provincial/regional centres w
ere not 

presented for audit.  Furtherm
ore, transfer form

alities for 
provincial/regional centres’ assets inherited from

 the form
er 

M
inistry of Education and C

ulture w
ere not carried out. 

✘✘✘ ✘
 

 

U
nvouched 

Expenditure 

 

3. 
M

y exam
ination revealed that expenditure of $418,155 

(1994/95: $170,221) w
as not adequately supported by 

relevant vouchers to enable m
e to determ

ine w
hether it 

form
ed a valid and proper charge to public funds. 

✘✘✘ ✘
 

 
V

ote 18: H
igher 

Education 

Estim
ate: 

Z$1,083,352,000 
Tem

porary 
D

eposits 
4. 

Inadequate records coupled w
ith the inappropriate use of the 

tem
porary deposits account has resulted in the M

inistry’s 
failure to tim

eously clear outstanding am
ounts and take 

corrective action w
here necessary.  The audit of tem

porary 
deposits docum

ents produced for audit revealed that a total of 
$369,885 had been outstanding for varying periods in excess 
of six m

onths.  In accordance w
ith Treasury Instructions 

these am
ounts m

ust be transferred to Revenue.  D
ebit 

balances w
hich should have been transferred to the advances 

account am
ounted to $550,149 as at June 30, 1996. 

✘✘✘ ✘
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A

nalysis of the R
eport of the C

om
ptroller and A

uditor-G
eneral for the Financial Y

ear E
nded June 30, 1996 

Section 3: A
PPR

O
PR

IA
TIO

N
 A

C
C

O
U

N
TS 

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised 

System
s Issues 

V
ote 19: N

ational 
A

ffairs, 
Em

ploym
ent 

C
reation and C

o-
operatives 

D
epartm

ental 
A

ssets 
2.2 A

lthough physical assets count w
as carried out, not all of 

the M
inistry’s offices w

ere covered and no com
prehensive 

reconciliations of assets to the records w
ere in evidence. 

2.3 The register w
as out of date. 

✘✘✘ ✘
 

 

V
ote 20: H

om
e 

A
ffairs 

Estim
ate: 

A
dvances 

(including 
D

isallow
ances) 

3.2 I w
as unable to verify figures analysed below

, w
hich 

featured on the C
entral Paym

ents O
ffice printouts as the 

returns that support the figures w
ere not subm

itted for audit 
<details listed in report> 

 
 

Z$1,120,851,000 
R

eceipts and 
D

isbursem
ents 

 

4. A
s w

as the position in the previous year, the M
inistry failed 

to subm
it for m

y audit the return for R
eceipts and 

D
isbursem

ents.  I w
as therefore unable to verify the 

correctness of the total am
ount of $47,379,971 w

hich featured 
on the Exchequer A

ccount as revenue of the M
inistry for the 

year.  I am
 concerned that the M

inistry has not subm
itted the 

return for the past three years in succession as the last return 
that I exam

ined w
as for the 1992/93 financial year.  The 

statem
ent subm

itted by Zim
babw

e R
epublic Police had an 

im
balance of $15,731 and no satisfactory explanation w

as 
given 
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A

nalysis of the R
eport of the C

om
ptroller and A

uditor-G
eneral for the Financial Y

ear E
nded June 30, 1996 

Section 3: A
PPR

O
PR

IA
TIO

N
 A

C
C

O
U

N
TS 

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised 

System
s Issues 

V
ote 20: 

continued…
 

U
nvouched 

Expenditure 

 

5. M
y exam

ination revealed unvouched expenditure 
am

ounting to $12,836,362 m
ade up of m

issing paym
ent 

vouchers of $2,518,357 and inadequately supported paym
ent 

vouchers of $10,318,005.  I could therefore not determ
ine 

w
hether the expenditure incurred form

ed a proper charge to 
public funds. 

✘✘✘ ✘
 

W
here requisite records 

D
O

 N
O

T com
e in to 

existence, the solution 
m

ust lie in audit to bring 
about the com

pliance to 
procedures requiring the 
record to be created. 

W
eak internal audit; w

eak 
paym

ents (accounting) 
procedures or non-com

pliance 

Issue is w
ill PFM

S rectify this. 
H

ow
 w

ill com
pliance be 

brought about regarding data 
capture for PFM

S? 

M
aintenance of 

R
ecords 

6. I am
 concerned that the M

inistry did not keep proper 
accounting records in the form

 of registers and ledgers for the 
follow

ing accounts as required by the treasury Instructions: 
H

ead O
ffice – A

dvances Travelling and Subsistence Elections, 
Losses of and D

am
age to State Property, D

epartm
ental A

ssets 
R

egister; H
ead O

ffice and Zim
babw

e R
epublic Police – 

R
eceipts and D

isbursem
ents, M

iscellaneous A
dvances; 

Zim
babw

e R
epublic Police – A

dvances Travelling and 
Subsistence, A

dvances M
edical, Tem

porary D
eposits C

ycles 
and W

atches 

✘✘✘ ✘
 

These are critical for the 
recovery from

 future salary 
paym

ents w
here the TI requires 

it.  U
nvouched expenditures 

could m
ask a system

ic fraud in 
this area. 

 Estim
ates for 

Salaries and 
A

llow
ances: 

Z$ 644,550,000 

Loss D
ue to A

cts 
of Fraud 

 

7. The M
inistry w

as fraudulently charged an am
ount of 

$1,425,120 w
hen an em

ployee of the Salary Service Bureau 
m

anipulated pay records by reactivating the pay file of a 
deceased m

em
ber of the Zim

babw
e R

epublic Police and 
transferred the am

ount into his bank account. 

A
nother instance of 

records not com
ing in to 

existence as required by 
the TI. 

C
om

puterisation or new
 

com
puterised system

s do not 
necessarily address fraud 
issues.  

C
om

puter audit w
ithin the 

accounting period m
ay help. 
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A
nalysis of the R

eport of the C
om

ptroller and A
uditor-G

eneral for the Financial Y
ear E

nded June 30, 1996 
Section 3: A

PPR
O

PR
IA

TIO
N

 A
C

C
O

U
N

TS 

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised 

System
s Issues 

B
udgetary 
C

ontrol 

 

1. It is a requirem
ent of the Treasury Instructions that bills for 

goods and services are due and payable on presentation.  
H

ow
ever, in a sam

ple audit, tw
o paym

ent vouchers from
 a 

certain com
pany totalling $100,280 w

ere not presented for 
paym

ent but held back during the financial year.  The current 
financial year’s total expenditure w

as therefore understated by 
the sam

e am
ount.  This is the fourth tim

e in as m
any years that 

I have observed this practice. 

 
 

V
ote 21: Justice, 

Legal and 
Parliam

entary 
A

ffairs 

Estim
ate: 

Z$ 277,358,000 

Zim
babw

e 
Tender B

oard 
R

esolutions 
(TB

Rs): A
nim

al 
Stock Feeds 

To be approved, 
prices m

ay have 
been exceeded by 

83%
 - check 

C
&

A
G

 report 
again, also 

w
/staff 

4.2 A
 sam

ple audit revealed that since the aw
ard of the tender 

to another com
pany, the com

pany charged and continued to 
charge prices above those granted by the Tender B

oard.  The 
total unauthorised expenditure incurred for the financial year 
under review

 w
as $192,346 ($379 049 less a credit note for 

$186,703 passed in February 1996).  This state of affairs 
suggest very lax internal checks and controls. 
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A

nalysis of the R
eport of the C

om
ptroller and A

uditor-G
eneral for the Financial Y

ear E
nded June 30, 1996 

Section 3: A
PPR

O
PR

IA
TIO

N
 A

C
C

O
U

N
TS  

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised 

System
s Issues 

V
ote 22: 

Inform
ation, Posts 

and  
Telecom

m
unications 

Estim
ate: 

Z$ 337,122,000 

 

G
ifts, 

Legacies and 
D

onations 

 

3. 
A

lthough the M
inistry received gifts and donations w

orth 
$278,603 during the financial year under review

, they 
subm

itted to m
e a nil return for audit.  This could result 

in assets not being accounted for and subsequently could 
be converted to personal use. 

✘✘✘ ✘
 

 

V
ote 24: Public 

C
onstruction and 

N
ational H

ousing 

Estim
ate: 

Z$ 921,776,000 

D
epartm

ental 
A

ssets 
2. 

Last year I reported that, lack of controls and security 
over departm

ental assets had resulted in increased cases 
of asset deficiencies and losses, this continued into 
1995/96 financial year.  Internal A

udit reports revealed 
that in M

atabeleland South Province assets w
ere being 

loaned and allocated to individuals for personal use. 
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A

nalysis of the R
eport of the C

om
ptroller and A

uditor-G
eneral for the Financial Y

ear E
nded June 30, 1996 

Section 3: A
PPR

O
PR

IA
TIO

N
 A

C
C

O
U

N
TS 

C
om

ptroller and A
ccountant – G

eneral’s R
eport 

Issues 
V

ote 
Finding 

C
om

m
ent of C

&
A

G
 

Specific R
ecords 

M
is-m

anagem
ent 

A
udit Issues/C

om
puterised 

System
s Issues 

O
utstanding 
R

evenue 
3.1 For the second year in succession H

ead O
ffice failed to 

subm
it a return for outstanding interest on loans.  The 

M
inistry therefore w

as not able to provide m
e w

ith the 
total figure for outstanding revenue. 

3.2 There w
ere insignificant recoveries in respect of the 

follow
ing revenue item

s, O
utstanding Treasury O

rders, 
A

udit Surcharges, D
epartm

ental Surcharges and Public 
Service Surcharges due to ineffective recovery 
procedures. 

  ✘✘✘ ✘
 

 
 

N
on 

Subm
ission of 

R
eturns 

 

5. 
Tem

porary D
eposits returns for H

ead O
ffice am

ounting 
to $4,817,779 and the return for Losses of D

am
age to 

State Property w
ere not subm

itted for audit. 
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A
ppendix C

 
 

O
R

G
A

N
ISA

TIO
N

A
L

 C
H

A
R

TS: M
IN

ISTR
Y

 O
F FIN

A
N

C
E

 
 

C
hart 

      

M
IN

IST
E

R
 O

F FIN
A

N
C

E
 

 
H

o
n

o
u

ra
b
le H

. M
. M

u
rerw

a
 

(O
ffice N

o 201 – Ext 100/101) 

D
E

PU
T

Y
 M

IN
IST

E
R

 
 

H
o
n

o
u

ra
b
le M

. C
h

tn
a

m
a

sa
 

(O
ffice N

o 202 – Ext 103) 

SE
N

IO
R

 SE
C

R
E

T
A

R
Y

 
 

M
r C

. T
. K

u
w

a
ze 

(O
ffice N

o 207 – Ext 105/106) 

D
E

PT
U

Y
 SE

C
R

E
T

A
R

Y
 

(AD
M

IN
ISTRATIO

N
 &

 FIN
AN

C
E) 

 
M

r. Zorauntye 
(O

ffice N
o 112 – Ext 145) 

D
IR

E
C

T
O

R
 

(FISC
U

S &
 EC

O
N

O
M

IC
S 

D
EPARTM

EN
T) 

 
M

rs Faranisi 
(“F.E.D

” Telephone N
o 734780/8) 

D
EPU

TY D
IRE

CTO
R 

(P.S.E) 
 

M
rs M

 Sibanda 
(O

ffice N
o 12R – Ext.160) 

D
EPU

TY D
IRE

CTO
R 

(P.S.E) 
 

M
rs M

 N
am

asasu 
(O

ffice N
o   Ext.157) 

D
EPU

TY D
IRE

CTO
R 

(D
.I.F) 
 

M
r L M

atsvayi 
(O

ffice N
o 217B – Ext.115) 

D
EPU

TY D
IRE

CTO
R 

(D
.I.F) 
 

M
rs M

 M
pofu 

(O
ffice N

o 221 – Ext.173) 

D
EPU

TY D
IRE

CTO
R 

(D
.I.F) 
 

M
r M

 S Sibanda 
(O

ffice N
o 217A – Ext.113) 

D
EPU

TY AC
CO

U
N

TAN
T 

G
EN

ERAL 
 

M
r P M

ashibgaidze 
(O

ffice N
o 61 – Ext.238) 

D
EPU

TY AC
CO

U
N

TAN
T 

G
EN

ERAL 
 

M
r E M

 Zvandasara 
(O

ffice N
o    – Ext.222) 

D
EPU

TY AC
CO

U
N

TAN
T 

G
EN

ERAL 
 

M
r C

 D
 Bhunu 

(O
ffice N

o 29 – Ext.226) 

D
IR

E
C

T
O

R
 

(D
O

M
ESTIC

 &
 IN

TERN
ATIO

N
AL 

FIN
AN

C
E) 

 
M

r. M
atshalaga 

(O
ffice N

o 216 - Ext 110) 

A
C

C
O

U
N

T
A

N
T

 G
E

N
E

R
A

L
 

(AC
C

O
U

N
TAN

T G
EN

ERAL’S 
D

EPARTM
EN

T) 
 

M
r J. G

utu 
(O

ffice N
o 32  - Ext 219/223) 

D
IR

E
C

T
O

R
 

(PU
BLIC

 SEC
TO

R
 EXPEN

D
ITU

RE) 
 

M
r. G

.A. C
higora 

(O
ffice N

o 6/8 - Ext 211) 



 

56 

A
C

C
O

U
N

TA
N

T G
E

N
ER

A
L’S D

EPA
R

T
M

EN
T 

 
O

R
G

A
N

ISA
TIO

N
A

L
 STR

U
C

TU
R

E 
   

A
C

C
O

U
N

T
A

N
T

 G
E

N
E

R
A

L
 

 
M

r G
utu 

Private Secretary 
M

rs M
adhake 

C
O

N
SO

L
ID

A
T

E
D

 A
C

C
O

U
N

T
S &

 
PO

L
IC

Y
 

 
D

eputy A
ccountant G

eneral 
M

rZvandasara

Private Secretary
C

hiradza D
 (M

rs) 

G
O

V
E

R
N

M
E

N
T

 A
C

C
O

U
N

T
IN

G
 

SE
R

V
IC

E
S 

 
D

eputy A
ccountant G

eneral 
M

rP
M

ashingaidze

A
ID

 A
C

C
O

U
N

T
IN

G
, 

FU
N

D
S &

 
PA

R
A

ST
A

T
A

L
S 

 
C

hief A
ccountant 

M
r G

om
w

e

G
O

V
E

R
N

M
E

N
T

 
A

C
C

O
U

N
T

IN
G

, 
SE

R
V

IC
E

S 
 

A
/C

hief A
ccountant 

M
rs M

anyere

E
X

C
H

E
Q

U
E

R
 

 
Senior A

ccountant 
(vacant) 

 
Senior A

ccountant 
(vacant) 

 
A

ccountant 
M

r Bw
erinofa 
 

A
ccountant 
M

r D
ube 

 
A

ccountant 
M

rs M
unhapa 

PU
B

L
IC

 
D

E
B

T
 

 
Senior A

ccountant 
M

s G
uti 

 
Senior A

ccountant 
M

r M
upw

anyiw
a 

 
A

ccountant 
M

r D
utiro 
 

A
ccountant 

M
s Jadagu R 

PO
L

IC
Y

 &
 

R
E

G
U

L
A

T
IO

N
S

 
Senior A

ccountant 
M

r Chisoko 
 

A
ccountant 

M
r Siziba 

 
A

ccountant 
M

r M
afora 

N
.D

.F – 
PR

O
JE

C
T

S 
SE

C
T

IO
N

S 
 

Senior A
ccountant 

M
r K

anyoza 
 

Senior A
ccountant 

M
r M

akuw
aza 

 
A

ccountant 
M

s Chiturike 
 

A
ccountant 

M
r K

am
ba 

 
A

ccountant 
M

rs M
yam

bo 

N
.D

.F – C
.I.P 

SE
C

T
IO

N
 

 
Senior A

ccountant 
M

r Chikondo) 
 

A
ccountant 

M
rs M

uza 
 

A
ccountant 

M
s H

ungw
e 

 
A

ccountant 
M

r Chanakira 
 

A
ssistant A

ccountant 
M

r D
zim

iri 

PA
R

A
ST

A
T

A
L

S
 

Senior A
ccountant 

M
r G

anya 
 

Senior A
ccountant 

M
r M

ukw
ada 

 
A

ccountant 
V

acant 
 

A
ccountant 
V

acant 

ST
A

T
U

T
O

R
Y

 
FU

N
D

S 
 

Senior A
ccountant 

M
s Chinyem

ba 
 

Senior A
ccountant 

V
acant 

 
A

ccountant 
V

acant 
 

A
ccountant 
V

acant 

IN
T

E
R

A
L

 
A

U
D

IT
 

 
Senior A

ccountant 
M

s Shum
ba 

 
Senior A

ccountant 
M

r N
yakuedzw

a 
 

Senior A
ccountant 

V
acant 

 
A

ccountant 
M

r M
adzvam

use 
 

A
ccountant 

M
r M

upatsi 

M
IN

SIT
R

IE
S 

 
Senior A

ccountant 
(V

acant) 
 

Senior A
ccountant 

M
s M

uchado 
 

A
ccountant 

M
rs N

asungw
i 

 
A

ccountant 
M

rs M
avhiri 
 

A
ccountant 
V

acant 

Private Secretary
N

gandu 

E
X

C
H

E
Q

U
E

R
 &

 
PU

B
L

IC
 D

E
B

T
 

 
C

hief A
ccountant 

M
r Chidonza 

PO
L

IC
Y

 &
 

R
E

G
U

L
A

T
IO

N
S

 
C

hief A
ccountant 

M
r N

dolvu 

A
ID

 A
C

C
O

U
N

T
IN

G
, FU

N
D

S &
 

PA
R

A
ST

A
T

A
L

S 
 

D
eputy A

ccountant G
eneral 

M
r C

 D
 Bhunu 
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Appendix D 
 
 

GOVERNMENT OF ZIMBABWE 
ANALYSIS OF DOCUMENTATION FLOW 

 
PAYMENTS 

 
PROCEDURES RECORDS DOCUMENTATION 

CONTROLS 
Purchases and procurement 
of supplies and services 

 Treasury Instructions = TI, 
Accounting Manual = AM 

Issue requisition (1) 
(Line Ministry) 

Request forms 
Treasury General Authority 
Estimates 
Tradesman’s Requisition (No 
67221) 

Approval of request by two 
signatories. 
Control of requisition books 
and pads (AM 1.1). 
TI 0900 - 1029: 
Control and classification of 
expenditure; 
Tender Board procedures and 
use of tender documents. 
 

Issue requisition (2) 
(Line Ministry) 

Request forms 
Inter-departmental requisition

Approval of request by two 
signatories. 
Control of requisition books 
and pads (AM 1.1). 
TI 1030 - 1035: 
Use of specialised and 
standard requisition forms 
(AM 1.1). 
 

Process requisitions 
(Line Ministry) 

Tradesman’s Requisition (No 
67221) 
Specialised form or inter-
departmental requisition form 
(60570-1) 

Verification and checks on 
requisition (TI 1200 - 1202 
and AM 1.2). 
Requisition checked and 
authorised  (AM 1.2/1.3). 
Destruction scheduled TI 
1203 

Record commitment 
(Accounts Section) 

Commitment Register Ensure availability of funds 
AM 3.3 

Receive supplies and services 
(Line Ministry) 

Issue Voucher 60840-8 for 
outside supplies and services; 
and Issue/Receipt Voucher 
60850-5 for Inter-
Departmental transfers 

Verification and distribution 
of copies of Issue/Receipt 
Voucher by Accounting 
Clerk, Stores Clerk; and 
Requisition Clerk; 
Vouchers filed. 
(AM 1.4) 
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PROCEDURES RECORDS DOCUMENTATION 
CONTROLS 

Processing Documents for 
Payment 

  
 

Payment of purchase 
requisitions 
(Line Ministry) 

Tradesman’s Requisition; 
Invoice; 
Issue/Receipt Voucher 

TI 1200-1225 
Verification checks, 
Authorisation by Requisition 
Clerk 
(AM 2.1) 
 

Payment of purchase 
requisitions 
(Line Ministry) 

Tradesman’s Requisition; 
Invoice; 
Issue/Receipt Voucher 
 

TI 1200-1225 
Verification checks, 
Certification by Accounts 
Clerk; 
Passed for payment by 
Accountant. 
(AM 2.1) 
 

Payment of Inter-
Departmental Accounts 
(Accounts Section0 

Statements and invoices; 
Issue/Receipt Voucher; 
Payment Voucher 61680-7 

Verification checks, 
Certification by Accounts 
Clerk; 
Enter into Commitment 
Register; 
Payment Authorised 
(AM 2.2) 
 

Processing Documents for 
Payment continued 

 Treasury Instructions = TI, 
Accounting Manual = AM 
 

Payment of Requests for 
Advances 

Short Receipt Form  
61520-9 
Payment Voucher 
61680-7 
Advances Control Card    

TI 1500-1509 
Authorisation by applicant’s 
Head of office; 
Accountant signs as passed 
for payment; 
Receipt Form filed. 
 

Travel and Subsistence 
Claims 

T&S Claim 61570-4 
Commitment Register 

Verification checks by Head 
of Office; 
Verification checks by 
Accounts Clerk; 
Enter into Commitment 
Register; 
Passed for payment by 
Accountant 
(AM 2.5) 
Forms retained by Accounts 
Clerk 
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PROCEDURES RECORDS DOCUMENTATION 
CONTROLS 

Payment Vouchers Payment Voucher 61680-7 
Supporting documents 

Verification checks by Head 
of Office; 
Enter into Commitment 
Register; 
Passed for payment by 
Accountant 
(AM 2.6) 
 

Transmission of Payment 
Vouchers to and return from 
the Central Payments Office 
(CPO) 

Tradesman’s Requisitions, T 
& S Claims, Payment 
Vouchers, Journal Vouchers; 
Schedule of Accounts 61490-
2; 
Computer input readout (to 
check accuracy of processed 
data) 
 

Verification checks by 
Collating Clerk before and 
after input; 
Corrections by Journal 
Voucher; 
CPO reference number; 
Vouchers filed by CPO 
reference number. 
(AM 2.7) 

Accounting for expenditures 
(CPO) 

Certificate of payment; 
Monthly print-out of 
payments 

Comparison with batch 
inputs; 
Reconciliation by ministries 
 

Processing data (Central 
Computing Services 

Direct deposits to creditors’ 
banks (diskette); 
Cheques for each bank; 
General Ledger 
 

Back-up tapes; 
Reconciliation of output data 
by CPO and ministries 

Record commitment from 
Schedule of Accounts 

Commitment Register Schedule of Accounts filed 
(AM 2.7) 
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GOVERNMENT OF ZIMBABWE  
Analysis of documentation flow: payments 

 
Procurement 
 
 
 
 
 
 
 
 
 
 
 
 
 

Issue Requisition to Supplier 
 
Receipt of goods and services 

Accounts Clerk 
 

Stores Clerk 
 

Requisition Clerk 
 

 
Payment 
 
 
 
 
 
 
 
 
 
  

Issue Requisition 
(2) Inter-
departmental 

Checks and 
authorisation 

  
Issue Voucher or 
Issue/Receipt 
Voucher 

Tender Board  
procedures 

Commitment Record 
Availability of funds 

Verification 
of receipt, 
vouchers 
distributed  

Requisition 

Issue/Receipt Voucher 
Invoice 

Verification 
authorisation 

and 
certification 

Commitment 
Register 

Computer input readout 

Head of Office 

Schedule of Accounts Back-up data Monthly print-out 

Issue Requisition 
(1) Tradesman’s 

Payment vouchers: 
Inter-departmental accounts; 
Requests for advances; 
Travel and subsistence claims; 
General payment vouchers 

Central Payments Office 
and Central Computing 
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A
ppendix E

 
 

Public Sector Financial M
anagem

ent System
 (PFM

S) R
eporting R

equirem
ents 

Function 
A

pplication 
R

eporting R
equirem

ents 

C
ontrol reports and reference listing 

• 
transactions audit list 

• 
reconciliation reports for transactions autom

atically updated from
 other applications 

• 
trial balances by reporting entity 

• 
chart of accounts 

• 
annual budgets 

• 
profiled budgets 

• 
cost centre code list and structure 

• 
project code list and structure 

• 
exception reports (eg journals over a specified am

ount) 
• 

bank/cash account reports 
 

G
EN

ER
A

L LED
G

ER
 

M
anagem

ent Inform
ation 

• 
cost centre reports 

• 
sum

m
ary cost centre reports 

• 
variance analysis reports at both cost centre and sum

m
ary cost centre levels 

• 
suspense account reports 

• 
travel and subsistence advances reports – aged analysis report 

• 
cash availability report by reporting entity 

• 
system

-w
ide cashflow

 statem
ents 

• 
donor funded projects reports 

• 
bank reconciliation details 

• 
full trial balances for each reporting entity 

• 
reports in the form

at of the annual financial accounts sum
m

arising the trial balance 
 

Period end processing 
• 

control and m
anagem

ent inform
ation reports for the period 

 
PR

O
C

ESSIN
G

 

Y
ear end processing 

 
• 

reports on annual figures 
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Public Sector Financial M
anagem

ent System
 (PFM

S) R
eporting R

equirem
ents 

Function 
A

pplication 
R

eporting R
equirem

ents 

C
ontrol reports and reference listings 

• 
supplier m

aster file 
• 

supplier file m
aintenance listings 

• 
em

ployee m
aster file (for advances) 

• 
em

ployee file m
aintenance listings 

• 
transaction lists 

• 
order listings for each reporting entity 

• 
audit transaction reports 

• 
paym

ent control lists 
• 

cheques issued listings 
 

A
C

C
O

U
N

TS 
PA

Y
A

B
LE 

M
anagem

ent Inform
ation 

• 
purchases raised w

ithin a reporting entity 
• 

report of total value of orders placed m
onth by m

onth or annually for each Tender 
B

oard R
esolution 

• 
reports detailing am

endm
ents to order price or quantity 

• 
aged creditors list 

• 
prioritised paym

ent schedules 
 

Period end processing 
• 

control and m
anagem

ent inform
ation reports for period 

• 
supplier turnover statistics 

 

PR
O

C
ESSIN

G
 

Y
ear end processing 

• 
current year to date and zerorise current year to date supplier turnover statistics 
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Public Sector Financial M
anagem

ent System
 (PFM

S) R
eporting R

equirem
ents 

Function 
A

pplication 
R

eporting R
equirem

ents 

C
ontrol reports and reference listings 

• 
custom

er m
aster file 

• 
custom

er file m
aintenance listings 

• 
transaction lists 

• 
age analysis report of outstanding invoices for each reporting entity 

• 
audit transaction reports 

• 
control lists 

 

A
C

C
O

U
N

TS 
R

EC
EIV

A
B

LE A
N

D
 

SA
LES IN

V
O

IC
IN

G
 

M
anagem

ent Inform
ation 

• 
report of total value of m

oneys received 
• 

report of overdue invoices 
 

Period end processing 
• 

control and m
anagem

ent inform
ation reports for period 

• 
listing of debtor and sales ledger transactions 

 

PR
O

C
ESSIN

G
 

Y
ear end processing 

• 
report on annual figures 
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Appendix F 
DATA FLOW DIAGRAMS: PAYROLL 
APPLICANT SELECTION PROCESS – (ENTRY LEVEL) 

 
 

yes 

START 

1 
Vacancy arises or post 

is created 

2 
Availability of funds is 
checked with Treasury 

by line min 

3 
Post is declared at PSC 

4 
Applicants on 

register are screened 

 
Pension 

specification 

5 
Specifications 

met? 

6 
Shortlist of 5 

candidates is selected 

 

a 
 

b 
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yes 

no 

yes 

no 

8a 
PSC sends contact 

details of graduates to 
line min 7 

Is vacancy 
filling urgent?

10 
Recruitment writes to 

PSC for approval 

Pension 
specification 

8b 
Interview dates are 

arranged by PSC and 
candidates notified 

9 
Applicants contact 

details are sent to line 
min for contact by 

telegram 

12 
Ministry advised to 

advertiser 

13 
Internal management 
Services advertises 

11 
Funds 

available at 
PSC? 

14 
Applicants apply direct 

to line ministry 

15 
Applicants details are 
received at line min 

 

c 

 

a 
 

b 
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c 

16 
Line min  
shortlists 

17 
Line min invites 

applicants for 
interviews 

18 
Line min selects 
interview panel 

19 
Interviews are 

conducted 

20 
Interview report is sent 
to HOLM for approval 
or recommendations 

21 
HOLM reviews and 
confirms a decision 

 

d 

 
Interview  

Report 
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d 

 
Interview  

Report 

 
Copies to SSB, 

PSC, CAG 

22 
Applicants are 

advised 

23 
Interview Report is 

sent to PSC 

24 
Security check and 

medical exam are done 

25 
Appointment forms are 

raised 

Report to MOHCW 
if medical results 

are not satisfactory 

END 
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Remuneration Administration Process – Annual Salary Increases 
 
 

no 

1 
In March of every year 
job evaluation is done 

2 
Establish grades for 

every post 

5 
Report to the Cabinet 

the parameters for 
negotiations 

4 
Seek advise from 
Treasury on the 

parameters 

3 
Establish parameters 

for negotiations 

 

a 

6 
Does Cabinet 

approve of 
parameters? 

PSC 

START 

 

b 

7 
Conduct  

negotiations 
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b 

START 

8 
Agree on increases and 

adjustments 

9 
Draw up a report to 
present to PSC and 

Minister 

13 
Employees are notified 

of the increases 

12 
Minister informs 

Cabinet through as 
Cabinet Paper 

10 
Present report to 

Minister and PSC 

 

a 

 
Cabinet Papers 

11 
Does Minister 

agree with 
increases on 

report?



 

Diagrams reproduced from: Ernst & Young.  Government of Zimbabwe, Ministry of Finance, FMS Project 
Deliverables, Volume 1 (July 1998). 
 

70 

Ministry of Finance 
Salary Adjustment Process 
 
 
 

START 

 
 

The over or erroneous 
salary payment is 

identified 

Journal voucher is 
raised, approved and 
posted to transfer the 
incorrect amount from 

current year from 
appropriation to 

suspense 

 
Consideration is given 

to any prior year 
element of the over 

payment and the 
appropriate accounting 

treatment is 
undertaken 

 
 

Establish recovery of 
over or erroneous 
payment with the 

individual concerned 

 

A 
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Ministry of Finance 
Salary Adjustment Process 
 
 
 

no 

yes yes 

no 

 

A 

 
Is recovery 

likely? 

 
 

Take a proper action to 
write off, clearing 
suspense account 

 
 

Report circumstances 
of over or erroneous 
salary payment and 
reason for write off 

 

Arrange to make 
regular deductions 
from salary making 

incremental deductions 
in the outstanding 

balance on suspense 
account until cleared. 

 
 

Post receipt voucher 
clearing the 

outstanding suspense 
account 

Is recovery to 
be made 
through a 

single 
payment?

START 



 

Diagrams reproduced from: Ernst & Young.  Government of Zimbabwe, Ministry of Finance, FMS Project 
Deliverables, Volume 1 (July 1998). 
 

72 

Advancement Process 
 
 
 
 
 

yes 

no 

yes 

Secretary of PSC 

The Line Ministry no 

START 

1
Personnel Section of the ministry initiates 
advancement, if person completes certain 

number of years 

2
A performance assessment is done by the 

Head of Department 

3
Principal Establishment convenes  

Suitability Board to interview the employee 

6
Ministry sends the report to the PSC 

7
The Secretary of the Commission convenes a 
commission staff panel to assess suitability 

of employee for advancements 

9
The PSC communicates decision to the 

ministry 

5
If employee is 
senior to the 
employee a 

senior 
administration 

officer? 

END 

 17 
Employee appeals to 

the PSC 

 12 
For all other grades, 
ministry makes the 

final decision 

Copy of letter is only 
sent to the ministry 

Copies of the letter are 
sent to SSB, Controller 
and Auditor General 

Minute from the 
Suitability Board 

Report 

Minute of the meeting 

8
The panel makes
recommendations

in favour of 
advancements

Secretary 

Head of Department 

Principal Establishment Officer 

Principal Establishment Officer 

The Line Ministry 

Secretary of PSC 

Secretary of PSC 

Head of Ministry 

Employee 

no 

11
If the employee
accepts decision 

made by the PSC 

10
Head of the ministry communicates decision 

to the employee 

4
Suitability Board makes recommendations 

regarding candidates suitability for 
advancements 
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The Line 
Ministry 

yes 

 12 
For all other grades, 
ministry makes the 

final decision 

13 
If the 

advancement 
is approved 

14 
Decision is communicated to the 

employee regarding the 
advancements 

16 
Advancement is 

reviewed the 
following year 

15 
If advancement is 
disappointed, the 

matter is deferred for 
one year 

END

Copies of the letter are 
sent to SSB, PSC and 

Controller and Auditor 
General 

no 

The Line Ministry 
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Promotions Process 
 
 
 
 
 
 
 
 
 
 

PANEL 

Line Ministry 

1
Post falls vacant 

5
Post is advertised internally 

2
Line ministry checks if it exists on 
establishment and is budgeted for 

3
Can post be filled 

from public service? 

7
Promotion committee shortlists 

candidates 

8
Interview panel is selected 

10
Interviews are conducted 

11
Secretary of panel compiles report 

6
Applications are received at the

ministry 

12
Report is circulated to panel 
members for verification and 

endorsement

A 

DET 

Interview score 
sheet 

4 
Post is advertised 

externally 

9
Applicants are invited for 

interviews 

Line Ministry 

Line Ministry PEO 

START 

Line Ministry 
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no 

yes 

no 

yes 

A 

13
Does promotion 

involve supersession 

15
Superseded officer is asked 

to appeal 

17
Report is received by 

HOM to endorse or make 
alternate decision

18
Is final decision made 

by HOM 

 

19b 
Process recommences 
if all applicants are 

rejected 

19a 
Panel is asked to 

review 
recommendations 

 

21a 
For grades 11 to 18 

ministry confirms with 
applicant 

22
Report is received by PSC 

Promotions 

23
Promotions review repot 

and prepare submission to 
the Commission 

25
Report is send to 

secretarial for circulation 
to each commission 

24
Report goes up ranks to 
secretary for review and 

comment 

B 

Promotions 
checklist 
procedures 

Copy SSb, CAG, 
PSC 

Appeal Letter 

14 
PEO sends report to 

HOM 

END 

16
PEO receives appeal and 

attached to interview 
t

20
HOLM signs to confirm 

approval 

21b
Report is sent to PSC for 

grades 10 to 1 
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no 

no 

yes 

yes 

 

B 

 

26 
Chairman reviews to 
endorse/make own 
recommendation 

27 
Chairman reviews 

and decides whether 
or not the report 

must be discussed by 
the full 

Commission? 

28 
Meeting of 

commissioners to 
discuss case 

30 
Defer or reinterview 

or readvertise 

29 
Decision to 

promote made

31a 
For Grades 3 to 1 
report is sent to 

secretariat 

32 
Secretariat refers 
report to OPC for 

approval 

33 
OPC sends letter to 

approval to chairman 

31b 
Decision to promote 
is communicated to 
HRD by secretariat 

34 
HRD informs Line 

Min 

35 
Ministry informs 

successful applicant 
& other (internal & 
External adverts) 

36 
PSC informs 
unsuccessful 

applicants (PSC 
vacancy notices) 

END 
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Regrading and Transfer and Regrading 
Initiate by Individual 
 
 
 
 

no 

yes 

yes 

no no 

no 

yes 

Grade 10-4 

START 

 

a 
 

b 
 

e 
 

c 
 

d 

1 
Individual approaches HOS of 
line min with newly acquired 

qualification or personal reasons 
requesting to be regarded and/or 

transferred 

12 
Individual approached HOD of 
line min with newly acquired 

qualification or personal reasons 
requesting to be regarded and/or 

transferred 

2 
HOD forwards 
request to PSC 

14 
HOD studies facts and 

make assessment 

3 
PSC study facts 

and assess 
qualification 

15 
Is employee 
suitable for 
regrading? 

4 
PSC establishes the 
existence of post in 

min 

16 
HOS establishes the 

existence of a 
matching vacancy 

7 
PSC checks the 

existence of such a 
post in any other line 

min 

5 
Does vacancy 

exist? 

6 
PSC approves 

regrading 

8 
Vacancy 

available? 

17 
Vacancy 
exists?

18 
Approve 

regarding? 

22 
Inform 

employee 

 Grade 11-18 



 

Diagrams reproduced from: Ernst & Young.  Government of Zimbabwe, Ministry of Finance, FMS Project 
Deliverables, Volume 1 (July 1998). 
 

78 

 

yes yes 

 

a 
 

b 
 

e 
 

c 
 

d 

10 
PSC informs 

HOD of line min 

12 
PSC notified SSB C 

and AG 

11 
HOD of line min 
informs employee 
date of assumption 

of duty 

9 
PSC approves 
transfer and 
regrading 

22 
Information 
employee 

21 
Send copies of 
documents to 

PSC, SSB and C 
and AG 

20 
Communicate 

decision to PSC 

19 
Inform employee 

date of 
assumptions of 

duty 

END 
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Transfer and Regrading 
Initiated by the PSC 
 
 
 

yes 

no 

END 

1 
PSC identifies under 

utilisation of 
capabilities in 

individual 

6 
Does 

employee 
agree to be 
regraded? 

5 
HOD talks to 

employee about offer 

4 
PSC approaches HOD 
of identified line min 

with offer for 
employee 

3 
PSC establishes the 

existence of a vacancy 
in any line min 

2 
PSC identifies need for 
such an individual in 

any line min 

 

a 
 

b 

LINE MIN 

PSC 
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yes no 

 

b 
 

a 

11 
HOD notifies  

PSC 

7 
HOD informs PSC of 

agreements 

8 
PSC notifies HOOD 
date of assumption of 

duty and all changes to 
employees status 

9 
Employee is  

informed 

10 
PSC communicated 

these changes to SSB 
and C and AG 

END 

PSC 

PSC 
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1 
START

2 
Notice in writing to 

HOD 

3 
Personnel officer 
checks status of 

employee 

4 
Confirms with  

HOD 

5 
Acknowledge 

resignation 
 

8 
Breach of Notice 

9 
Penalties 

10 
1 month salary 

3 months salaries 

6 
Advise SSB 

7 
Issue certificates of 

service 
 

11 
 

12 

13 
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1 
 

Start 

2 
 

Retirement 

3 
 

Notice to retire from 
HOD to member 

4 
 

HOD advises SSB and 
Pension Office 

5 
 

End 
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1 
 

Start 

2 
 

Dismissed 

3 
 

Member receives 
dismissal letter 

4 
 

Copies sent to SSB, PSC 
and Pension office 

5 
 

End 



 

Diagrams reproduced from: Ernst & Young.  Government of Zimbabwe, Ministry of Finance, FMS Project 
Deliverables, Volume 1 (July 1998). 
 

84 

 

1 
 

Start 

2 
 

Abolition of Office 

3 
 

Notice given to HOM 
and member by PSC 

4 
 

Copies sent to SSB and 
Pension Office 

5 
 

End 
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PSC Reappointment Process 
 
 

yes 

yes 

no 

no 

START 

1 
Individual applies 

direct to PSC 

2 
Application is received 
by Registry and then 

classified 

2 
For those with 

personal files they are 
recalled from Archives

3 
Application is referred 
to Recruiting Section 

5 
Individual notified and 
advised to register or 

not 

4 
Is line min 
interested? 

6 
Is there a 

vacant post? 

7 
Individual notified and 

advised to register 

8 
Applicant file details 

are screened 

END  

a 



D
iagram

s reproduced from
: Ernst &

 Y
oung.  G

overnm
ent of Zim

babw
e, M

inistry of Finance, FM
S Project D

eliverables, V
olum

e 1 (July 1998). 
 

86 1.2 
A

ctivate 
appointm

ent 
authority 

1.3 
For D

eceased pensioner 
w

ith surviving souse on 
non-contributory pension 
and pensioner has not 
received pension for 5 
years, perform

 
calculations for gratuity 

Schedule of A
ccount 

batches to 
1) com

puter paym
ents 

2) accounts 
3) registry 

(C
row

n A
gents) 

A
 certain person w

ill have 
access to activate these 
authorities 

A
udit 

m
anuals 

Form
ulae based on 

regulations 

codes 

1.4 
Perform

 audits  
(Internal pre-audit) 
File w
ith calculations 

1.5 
C

om
m

it 

PEN
S 2, PEN

S 9 
filled in by 
pensioner 

Form
ulae 

based 
on regulations 

 
Pre-federal 
pensioners 

A
w

ard letter 

file in 
office 

1.1 
Perform

 
calculations 
 

A
ppendix G

 
D

A
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 FLO
W
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G
R

A
M

S: PEN
SIO

N
S 

PEN
SIO

N
S O

FFIC
E 

System
s R

equirem
ents A

nalysis (SR
A

s) Project 
  A

pplication for T
erm

inal B
enefits/D

eath of a Pensioner/M
em

ber w
ith Surviving Spouse 

    
 

   

R
egistry

opened 
file 

1.0 
R

egister application 
and open a file 

A
pplications from

 
Pay O

ffices  
eg SSB

 requisite  
docum

ents in the 
case of surviving  
spouse 

Pensioner 
R

unning 
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3.0 

Term
inate 

Paym
ents 

N
otification of D

eath of 
Pensioner 

3.4 
Perform

 calculations 
for the m

oney to go to 
deceased’s estate and 
calculate overpaym

ent 
and recover 

3.5 
A

udit 

3.6 
C

om
m

it 

3.1 
Perform

 
calculations and 
activate new

 
appointm

ent 
authority.  G

enerate 
aw

ard letter  

3.2 
Perform

 audits  
3.3 

C
om

m
it  

37 
Produce cheques 
and schedule  

File resident in 
system

 

form
ulae 

A
ssessm

ents is notified of 
deceased w

ith surviving 
spouse 

A
w

ard letters (new
 

file and new
 pension 

num
ber 

A
udit m

anuals 

  
A

ssessm
ents 
 PEN
SIO

N
S O

FFIC
E 

System
s R

equirem
ents A

nalysis (SR
A

s) Project 
  D
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C
hildren reaching 19 years 

File on surviving spouses already 
in s ystem

 

4.1 
Perform

 
calculations 
percentage / 
m

onetary drop in 
paym

ents generate 
adjustm

ent letter 

4.2 
A

ctivate new
 

Paym
ent A

uthority 

4.3 
Perform

 audits 

4.4 
C

om
m

it 

A
udit 

m
anuals 

File w
ith calculations 

4.0 
D

aily checks on 
children reaching 
19/18 years old. 
(Tw

o w
eeks before) 

A
djustm

ent letter 
 PEN
SIO

N
S O

FFIC
E 

System
s R

equirem
ents A

nalysis (SR
A

s) Project 
  B

irthday B
ooks 
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R
elevant docum

ents 
from

 relatives (eg 
death certificates, 
m

arriage certificates, 
birth certificate) 

A
pplication from

 Pay 
O

ffices 

2.1 
C

heck relevant 
docum

ents and seek 
approval 

2.2 
Perform

 audits 

2.3 
C

om
m

it 

2.4 
produce cheques for 
lum

p sum
 paym

ents 

A
udit 

m
anuals 

A
ll form

ulae 

Letter of condolence to 
relatives 

A
udit m

anuals 

2.0 
R

egister application 
 PEN
SIO

N
S O

FFIC
E 

System
s R

equirem
ents A

nalysis (SR
A

s) Project 
  A

pplication for R
efund of Pension C

ontribution for D
eceased M

em
bers 

 



D
iagram

s reproduced from
: Ernst &

 Y
oung.  G

overnm
ent of Zim

babw
e, M

inistry of Finance, FM
S Project D

eliverables, V
olum

e 1 (July 1998). 
 

90 

M
em

ber’s record 
resident in the pay 
system

 

A
pplication from

 Pay 
O

ffices

7.1 
C

heck relevant 
docum

ents and seek 
approval 

7.2 
A

udit 

7.3 
C

om
m

it 

7.4 
Print cheques 

A
ll form

ulae 

A
ppendix A

 form
 to 

individual if no bank 
account supplied 

Tax directive for 
those paym

ents in 
excess of £300.00 

A
udit 

m
anuals 

7.0 
R

egister application 
and enter/com

m
it to 

ledger attach 
relevant docum

ents 
 PEN
SIO

N
S O

FFIC
E 

System
s R

equirem
ents A

nalysis (SR
A

s) Project 
  R

efunds 
 



 D
iagram

s reproduced from
: Ernst &

 Y
oung.  G

overnm
ent of Zim

babw
e, M

inistry of Finance, FM
S Project D

eliverables, V
olum

e 1 (July 1998). 
 

91 

PEN
SIO

N
S O

FFIC
E 

System
s R

equirem
ents A

nalysis (SR
A

s) Project 
  A

rrears 
 

Elections/R
e-Instatem

ents 

8.0 
R

ecord in register 

8.2 
Perform

 
calculations to 
determ

ine payable 
am

ount 
8.3 

Perform
 audit 

8.3 
Perform

 audit 

8.4 
C

om
m

it 

8.5 
Produce instruction 
to Pay O

ffice to 
effect deductions 

C
onfirm

ation of 
A

ppointm
ent and 

Previous Service 
from

 SSB
 

8.1 
A

pprove / A
uthorise 

election 

D
em

and letter to m
em

ber 

C
onfirm

ation from
 

m
em

ber 

A
udit 

m
anuals 

form
ulae 
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PEN
SIO

N
S O

FFIC
E 

System
s R

equirem
ents A

nalysis (SR
A

s) Project 
  R

e-Instatem
ent of Pensions 

 

- Param
eters 

- C
odes 

- Pensioner 

A
pproval / R

ejection 

- N
ew

 A
ddresses 

- M
ethod of Paym

ents etc 

- Param
eters 

- C
odes 

C
heques, C

PO
 

11.0 R
eceive 

Pensioner’s 
details 

R
equest for R

e-Instatem
ent 11.1 R

egister R
e- 

instatem
ent 

(A
ctivate 

tracking 
System

) 
11.2 Subm

it for 
approval 

11.4 C
apture re-

instatem
ent 

details 

11.5 C
alculate and 

generate 
arrears 
paym

ents 

11.7 R
e-active 

m
onthly 

pensions 
paym

ents 

11.8 D
espatch 

Pensioners 
paym

ents 
Pensioner 
 M

onthly  
Paym

ents 

11.3 A
pprove re-

instatem
ent 
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A
ssessm

ents 

A
pproval 

R
ejection 

C
laim

ant 

- C
heques, A

ccounts Section

paym
ents 

m
onthly 

 paym
ent 

- Pension 
- A

llow
ances 

- A
w

ard letters 
- C

ash V
ouchers 

- Form
ulae 

- C
odes 

- param
eters 

- addresses 
t m

ethods, etc 
Subm

ission 
docum

ent 

-  M
inutes 

  R
equesting 

 Inform
ation 

V
et D

ocum
ents and 

Subm
it for A

pproval 
1.2

 
C

apture Paym
ent 

D
etails 

1.5

 
A

udit 
1.4 

 
Perform

 C
alculations 

G
enerate V

ouchers 
1.6 

U
pdate M

onthly 
Pensions System

 
1.8

 
D

ispatch Pensioners 
paym

ents 
1.9

 
A

udit 
1.4 

 
A

pprove C
laim

 
 1.3 

Pensioners 

C
om

m
issioner 
or 

D
isablem

ent B
enefits 

B
oard 
 PEN
SIO

N
S O

FFIC
E 

System
s R

equirem
ents A

nalysis (SR
A

s) Project 
  N

ew
 Pension C

laim
s – Process Flow

 
 

N
ew

 
C

laim
 

File 

Social W
elfare O

ffices 
G

overnm
ent D

epartm
ents 

- applications form
s 

- docum
ent 

R
egister C

laim
 

(A
ctivate Tracking 

System
) 

O
pen Files 

1.0 
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- D
eductions 

Pensioners 
A

djusted 
D

ispatch Pensioners 
Paym

ents 
2.9 

Pensions (A
dditional 

pensions)  
2.8 
 PEN
SIO

N
S O

FFIC
E 

System
s R

equirem
ents A

nalysis (SR
A

s) Project 
  A

dditional Pension C
laim

s and A
llow

ances – Process Flow
 

 

- A
llow

ance 
C

heques, A
ccounts Section 

Pensioner 

- A
w

ard Letters 
- C

ash V
ouchers 

- Param
eters 

- C
odes 

A
pproval/R

ejection 

Subm
ission 

D
ocum

ent 

- letter 
- A

dditional  
  A

pplications 

 
R

etrieve Pensioners 
D

etails 
 2.1 

R
etrieve A

dditional 
C

laim
 (A

ctivate 
tracking System

)  
 2.2 

 
V

et and Subm
it for 

A
pproval 

 
2.3 

 
A

pprove A
dditional 

C
laim

 
 2.4 

 
C

apture Paym
ent 

D
etails 

 2.5 

 
U

pdate M
onthly A

pproval 

- M
edical B

oards 

A
ssessm

ent 

- C
om

m
issioner  

 
Perform

 C
alculations 

and generate C
V

s 
 2.6 

A
udit 

 2.7 
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PEN
SIO

N
S O

FFIC
E 

System
s R

equirem
ents A

nalysis (SR
A

s) Project 
  R

e-Instatem
ent of Pensions - Process 

 

- Pensioner 

A
pproval/R

ejection 

- N
ew

 A
ddresses  

- M
ethod of Paym

ent etc.  

- Param
eters 

- C
odes 

- M
onthly Paym

ents 

C
heques, A

ccounts Section Pensioners 

- C
ash V

ouchers 
- R

evised A
w

ard Letter 

A
ssessm

ent 

Subm
ission 

D
ocum

ent 

R
equest for  

R
e-Instatem

ent 
R

etrieve Pensioners 
D

etails 
 3.1 

R
egister  

R
e-Instatem

ent 
(A

ctivate Tracking 
System

)  
3.2 

Subm
it for  

A
pproval 

 3.3 

A
pprove  

R
e-Instatem

ent 
 3.4 

C
apture 

R
e-Instatem

ent D
etails 

 3.5 

D
ispatch Pensioners 

Paym
ents 

 3.8 

R
e-activate M

onthly 
Pensions paym

ents  
 3.7 

C
alculate and generate 

arrears paym
ent 

 
3.6 

- C
om

m
issioner 
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Paym
ent 

Pensioners 

- A
w

ard Letter 

D
ispatch Pensioners 

Paym
ents 

4.9 

A
djust M

onthly 
Paym

ents  
4.8 

4.6 
A

udit 
4.7 

C
om

m
it 
 PEN
SIO

N
S O

FFIC
E 

System
s R

equirem
ents A

nalysis (SR
A

s) Project 
  C

om
m

utation of Pensions – Process Flow
 

- Pensioner 

A
pproval/R

ejection 

- Param
eters 

- C
odes 

- C
ash V

ouchers, A
ccounts Section 

A
ssessm

ent 

Pensioner 
R

etrieve Pensioners 
D

etails 
 4.1 

R
egister  

C
om

m
utations  

 4.2 

V
et and Subm

it for  
A

pproval 
 4.3 

A
pprove  

C
om

m
utation 

 4.4 

C
apture 

C
om

m
utation 

D
etails 

4.5 

Perform
 C

alculations 
 

- M
inister of 
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PEN
SIO

N
S O

FFIC
E 

System
s R

equirem
ents A

nalysis (SR
A

s) Project 
  Pensions R

equisitions – Process Flow
 

 

C
heques, A

ccounts Section 

- Invoices                                          - Supplier 

- Pensioner 

A
pproval/R

ejection 
assessm

ent 

Paym
ents 

Suppliers 

requisitions 

Pensioner 
R

equest 
6.1 

R
etrieve 

Pensioners 
D

etails 

6.2 
R

egister 
requisition 
request  (A

ctivate 
Trading System

 

6.3 
V

et and Subm
it 

for A
pproval 6.4 

A
pprove 

requisition claim
 

6.5 
G

enerate 
requisition 

6.7 
D

espatch 
supplier cheques 

6.6 
A

udit 

- C
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m
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PEN
SIO

N
S O

FFIC
E 

System
s R

equirem
ents A

nalysis (SR
A

s) Project 
  R

ecoveries (O
verpaym

ent) - Process Flow
 

 

Paym
ent 

overpaym
ent 

- Pensions 

- Pensioner 

A
djusted m

onthly pension paym
ent 

- Pensioner 

A
djusted m

onthly pension paym
ent 

- A
ccounts 

8.1 
C

alculate 
pension 
overpaym

ent 

8.2 
A

udit 

8.3 
A

pprove 
deduction rate 8.4 

G
enerate A

dvice 
letter 

8.5 
Effect deduction 
on m

onthly 
schedule 

8.6 
R

egister paym
ent

- Pensioner 
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A
ppendix H

  
N

A
TIO

N
A

L A
R

C
H

IV
ES 

STA
N

D
IN

G
 IN

STR
U

C
TIO

N
S FO

R
 TH

E D
ISPO

SA
L O

F R
EC

O
R

D
S 

 
C

L
A

SSE
S O

F R
E

C
O

R
D

 A
C

C
O

U
N

T
IN

G
 &

 O
T

H
E

R
 T

H
A

T
 M

A
Y

 
B

E
 D

E
ST

R
O

Y
E

D
 1 Y

EA
R

 A
FT

E
R

 A
U

D
IT

 
 

C
L

A
SSE

S C
O

M
M

O
N

: A
C

C
O

U
N

T
IN

G
 

D
E

SC
R

IPT
IO

N
 O

F R
E

C
O

R
D

 
R

E
T

E
N

T
IO

N
 PE

R
IO

D
 

(1)  
(2) 

1 
A

ccounting correction slips and control vouchers. 
D

estroy after 1 year subject to being audited 
 

2 
A

dvices of goods aw
aiting despatch by rail or road. A

dvices of 
goods received by rail or road; delivery sheets; w

aybills 
D

estroy 1 year after the despatch of the goods 
D

estroy 1 year after the receipt of the goods (unless the advice is a 
supporting docum

ent to a paym
ent w

hen it is retained as one w
ith the 

voucher) 
 

3 
A

ppropriation Expenditure; Incom
e Proof sheets 

D
estroy after 1 year subject to being audited 

 
4 

C
reditors Proof sheets 

 
D

estroy after 1 year subject to being audited 
 

5 
C

ash books —
 petty cash 

 
D

estroy after 1 year subject to being audited 
 

6 
C

ash receipts schedules 
 

D
estroy after 1 year subject to being audited 

 
7 

C
heques —

 counterfoils 
 

D
estroy after 1 year subject to being audited 
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D

E
SC

R
IPT

IO
N

 O
F R

E
C

O
R

D
 

R
E

T
E

N
T

IO
N

 PE
R

IO
D

 
(1)  

(2) 

8 
C

redit sales: returns 
 

D
estroy after 1 year subject to being audited 

 
9 

C
reditors Proof sheets (m

achine carbon copies backing sheets) 
 

D
estroy after 1 year subject to being audited 

 
10 

C
reditors schedules 

 
D

estroy after 1 year subject to being audited 
 

11 
C

N
ED

 hire charge statem
ents 

 
D

estroy after 1 year subject to being audited 
 

12 
D

elivery books: orderlies 
 

D
estroy 1 year from

 the last entry 

13 
D

elivery sheets 
 

D
estroy 1 year after receipt of goods 

14 
Expenditure proof sheets 

 
D

estroy after 1 year subject to being audited 

15 
Expenditure analysis sheets 

 
D

estroy after 1 year subject to being audited 

16 
Expired car authorities 

 
D

estroy after 1 year subject to being audited 

17 
Furniture and equipm

ent: routine correspondence 
 

D
estroy after 1 year subject to being audited 

18 
Leave returns 

 
D

estroy after 1 year 

19 
Postal m

atters - routine correspondence 
 

D
estroy after 1 year 

20 
R

ailw
ay advice notes 

D
estroy after 1 year receipt of goods 

 
21 

R
em

ittance advices 
 

D
estroy after 1 year subject to being audited 
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D

E
SC

T
IPT

IO
N

 O
F R

E
C

O
R

D
 

R
E

T
E

N
T

IO
N

 PE
R

IO
D

 
(1)  

(2) 

22 
R

em
ittance correspondence &

 returns, registers 
 

D
estroy after 1 year subject to being audited 

23 
R

econciliation statem
ents 

 
D

estroy after 1 year subject to being audited 

24 
R

equisitions; inter-departm
ental 

 
D

estroy after 1 year subject to being audited 

25 
Supply and delivery of goods: routine correspondence 

 
D

estroy after 1 year 

27 
Telegram

 books (carbon copies) 
 

D
estroy after 1 year 

28 
Telephones - routine correspondence 

 
D

estroy after 1 year 

29 
Transport, routine correspondence concerning provision of 
transport for the m

ovem
ent of officers 

 

D
estroy after 1 year 

30 
Trial balances 

 
D

estroy after 1 year subject to being audited 

31 
U

nsuccessful tenders—
all papers 

 
D

estroy after 1 year from
 the date of the aw

ard of contract 

32 
V

ehicle logs - correspondence &
 returns (D

epts other than 
C

M
ED

) 
 

D
estroy after 1 year subject to being audited 

33 
V

ehicle logs - sum
m

aries (D
epts other than C

M
ED

) 
 

D
estroy after 1 year subject to being audited 

34 
W

aybills 
D

estroy 1 year after receipt of goods 
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N
A

TIO
N

A
L A

R
C

H
IV

ES 
STA

N
D

IN
G

 IN
STR

U
C

TIO
N

S FO
R

 TH
E D

ISPO
SA

L O
F R

EC
O

R
D

S 
 

C
L

A
SSE

S O
F R

E
C

O
R

D
 A

C
C

O
U

N
T

IN
G

 &
 O

T
H

E
R

 T
H

A
T

 
M

A
Y

 B
E

 D
E

ST
R

O
Y

ED
 2 Y

E
A

R
S A

FT
E

R
 A

U
D

IT
 

 

C
L

A
SSE

S C
O

M
M

O
N

: A
C

C
O

U
N

T
IN

G
 

D
E

SC
R

IPT
IO

N
 O

F R
E

C
O

R
D

 
R

E
T

E
N

T
IO

N
 PE

R
IO

D
 

(1)  
(2) 

1 
A

nnual reports: drafts and contributory m
aterial 

 
D

estroy after 2 years 

2 
A

nnual reports: correspondence relating to preparation printing 
and distribution 

 

D
estroy after 2 years 

3 
A

pplication for em
ploym

ent - unsuccessful 
 

D
estroy after 2 years 

4 
B

ank deposit slips 
 

D
estroy after 2 years subject to being audited 

 
5 

B
ank statem

ents 
 

D
estroy after 2 years subject to being audited 

6 
B

usiness licences 
 

D
estroy after 2 years subject to being audited 

7 
C

onsignm
ent notes 

 
D

estroy after 2 years from
 date of delivery 

8 
C

ontracts 
 

D
estroy after 2 years  

9 
Em

ploym
ent applications for 

 
D

estroy after 2 years 

10 
Estim

ates of revenue and expenditure 
 

D
estroy after 2 years 
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D

E
SC

R
IPT

IO
N

 O
F R

E
C

O
R

D
 

R
E

T
E

N
T

IO
N

 PE
R

IO
D

 
(1)  

(2) 

11 
H

otel levy - rem
ittance advices 

 
D

estroy after 2 years subject to being audited 

12 
Log B

ooks - vehicles 
 

D
estroy after 2 years subject to being audited 

13 
M

oney orders - receipts 
 

D
estroy after 2 years subject to being audited 

14 
M

onthly returns and reports (excluding financial returns) 
 

D
estroy after 2 years  

15 
M

ovable assets - schedule and correspondence 
 

D
estroy after 2 years subject to being audited 

 
16 

R
ail w

arrants - correspondence 
 

D
estroy after 2 years subject to being audited 

17 
R

ail w
arrants - counterfoils or copies 

 
D

estroy after 2 years subject to being audited 

18 
R

ation returns 
 

D
estroy after 2 years subject to being audited 

19 
R

egistered letter books 
 

D
estroy 2 years from

 last entry 
 

20 
R

ent: schedules arid returns 
 

D
estroy after 2 years subject to being audited 

 
21 

R
eports - annual and m

onthly 
 

D
estroy after 2 years 

 
22 

R
equisitions (duplicate copies retained by requisitioning office; 

routine correspondence) 
 

D
estroy after 2 years subject to being audited 

23 
R

eturns and sum
m

aries Expenditure/R
evenue 

 
D

estroy after 2 years subject to being audited 
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D

E
SC

R
IPT

IO
N

 O
F R

E
C

O
R

D
 

R
E

T
E

N
T

IO
N

 PE
R

IO
D

 
(1)  

(2) 

24 
R

unning files (also know
n as “Third C

opy” files) 
 

D
estroy after 2 years 

25 
Successful tenders - all papers for services and for supply of 
goods w

here a guarantee is given 
 

D
estroy after 2 years from

 the expiry of the contract 
 

26 
Tenders and G

overnm
ent contracts - schedules of contracts 

(issued by the Tender B
oard) 

 

D
estroy after 2 years 

27 
“Third copy” files 

 
D

estroy after 2 years 
 

28 
Tim

e sheets 
 

D
estroy after 2 years subject to being audited 

 
29 

W
orkshop, job sheets 

 
D

estroy after 2 years subject to being audited 
 

 
 

 
 

 
 

 



 

105 

N
A

TIO
N

A
L A

R
C

H
IV

ES 
STA

N
D

IN
G

 IN
STR

U
C

TIO
N

S FO
R

 TH
E D

ISPO
SA

L O
F R

EC
O

R
D

S 
 

C
L

A
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S O
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E
C

O
R

D
 A

C
C

O
U

N
T

IN
G
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 O

T
H

E
R

 T
H

A
T

 
M

A
Y

 B
E

 D
E

ST
R

O
Y

ED
 3 Y

E
A

R
S A

FT
E

R
 A

U
D

IT
 

 

C
L

A
SSE

S C
O

M
M

O
N

: A
C

C
O

U
N

T
IN

G
 

D
E

SC
R

IPT
IO

N
 O

F R
E

C
O

R
D

 
R

E
T

E
N

T
IO

N
 PE

R
IO

D
 

(1)  
(2) 

1 
A

frican staff: unestablished: routine correspondence 
 

D
estroy after 3 years 

 
2 

A
udit queries 

 
D

estroy after 3 years subject to being audited 
 

4 
A

dvances – salaries 
 

D
estroy after 3 years subject to being audited 

 
3 

A
udit reports 

 
D

estroy after 3 years subject to being audited 
 

5 
B

oard of Survey 
 

D
estroy after 3 years subject to being audited 

 
6 

C
ash B

ooks: Incom
e 

D
estroy after 3 years subject to being audited 

 
7 

D
ebtors personal files (fully paid up) 

 
D

estroy after 3 years after final paym
ent 

 
8 

D
isallow

ance books 
 

D
estroy after 3 years subject to being audited 

 
9 

Invoices 
 

D
estroy after 3 years subject to being audited 

 
10 

Invoices - books 
 

D
estroy after 3 years subject to being audited 
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D

E
SC

R
IPT

IO
N

 O
F R

E
C

O
R

D
 

R
E

T
E

N
T

IO
N

 PE
R

IO
D

 
(1)  

(2) 

11 
M

ileage returns 
 

D
estroy after 3 years subject to being audited 

 
12 

M
ovable assets - books 

 
D

estroy after 3 years subject to being audited 
 

13 
R

ail W
arrants - originals 

 
D

estroy after 3 years subject to being audited 
 

14 
R

eceipts and postage requisitions 
 

D
estroy after 3 years subject to being audited 

 
15 

R
eceipts and returns: cash accounts 

 
D

estroy after 3 years subject to being audited 
 

16 
R

eceipt books 
 

D
estroy after 3 years subject to being audited 

 
17 

R
em

ittances received through the post 
 

D
estroy after 3 years subject to being audited 

 
18 

R
equisitions - Tradesm

en’s 
 

D
estroy after 3 years subject to being audited 

21 
Stock cards ledgers 

 
D

estroy after 3 years subject to being audited 
 

22 
Stock taking sheets 

 
D

estroy after 3 years subject to being audited 
 

23 
Tenders 

 
D

estroy after 3 years subject to being audited 
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N
A

TIO
N

A
L A

R
C
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ES 
 

STA
N

D
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G
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STR
U

C
TIO

N
S FO

R
 TH

E D
ISPO

SA
L O

F R
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O
R

D
S 

 
C

L
A

SSE
S O

F R
E

C
O

R
D

 A
C

C
O

U
N

T
IN

G
 &

 O
T

H
E

R
 T

H
A

T
 M

A
Y

 
B

E
 D

E
ST

R
O

Y
E

D
 5 Y

EA
R

S A
FT

E
R

 A
U

D
IT

 
 

C
L

A
SSE

S C
O

M
M

O
N

: A
C

C
O

U
N

T
IN

G
 

D
E

SC
R

IPT
IO

N
 O

F R
E

C
O

R
D

 
R

E
T

E
N

T
IO

N
 PE

R
IO

D
 

(1)  
(2) 

1 
R

equisition on London O
ffice (including overseas indents) 

 
D

estroy after 4 years subject to being audited 
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N

A
L A

R
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STA
N

D
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G
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U
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N
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R
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E D
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SA
L O

F R
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O
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D
S 

 
C

L
A

SSE
S O

F R
E

C
O

R
D

 A
C

C
O

U
N

T
IN

G
 &

 O
T

H
E

R
 T

H
A

T
 M

A
Y

 
B

E
 D

E
ST

R
O

Y
E

D
 5 Y

EA
R

S A
FT

E
R

 A
U

D
IT

 
 

C
L

A
SSE

S C
O

M
M

O
N

: A
C

C
O

U
N

T
IN

G
 

D
E

SC
R

IPT
IO

N
 O

F R
E

C
O

R
D

 
R

E
T

E
N

T
IO

N
 PE

R
IO

D
 

(1)  
(2) 

1 
A

dvances tem
porary deposits, disallow

ances and surcharge 
ledgers 

 

D
estroy after 5 years subject to being audited 

 

la 
A

frican gratuities 
 

D
estroy after 5 years subject to being audited 

2 
B

alance sheets 
 

D
estroy after 5 years subject to being audited 

3 
C

ash B
ooks: cash accounts 

 
D

estroy after 5 years subject to being audited 

4 
A

ppropriation account 
 

D
estroy after 5 years subject to being audited 

5 
Im

prest deposit and contingency 
 

D
estroy after 5 years subject to being audited 

6 
C

heques paid 
 

D
estroy after 5 years subject to being audited 

7 
C

reditors cards 
 

D
estroy after 5 years subject to being audited 

8 
C

reditors ledger sheets 
 

D
estroy after 5 years subject to being audited 

9 
C

reditors Journals 
 

D
estroy after 5 years subject to being audited 
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D
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R
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C

O
R

D
 

R
E

T
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N
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 PE
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D

 
(1)  

(2) 

10 
C

ontingency accounts 
 

D
estroy after 5 years subject to being audited 

11 
D

ebtors personal ledger cards 
 

D
estroy after 5 years subject to being audited 

11a 
Electricity and w

ater accounts (See creditors cards) 
 

D
estroy after 5 years subject to being audited 

12 
Expendable returns 

 
D

estroy after 5 years subject to being audited 

13 
Establishm

ent - paysheets 
 

D
estroy after 5 years subject to being audited 

14 
Establishm

ent voted m
onies: appropriation ledges 

 
D

estroy after 5 years subject to being audited 

15 
Establishm

ent voted m
onies: cash books 

 
D

estroy after 5 years subject to being audited 

16 
Floating advances 

 
D

estroy after 5 years subject to being audited 

17 
Im

prest A
ccounts (see cash books) 

 
D

estroy after 5 years subject to being audited 

18 
Im

prest D
eposit and contingency account’s (see cash books) 

 
D

estroy after 5 years subject to being audited 

19 
Journals (see creditors journals) 

 
D

estroy after 5 years subject to being audited 

20 
Ledgers: A

ppropriation 
 

D
estroy after 5 years subject to being audited 

21 
Ledgers: D

eposit and contingency accounts 
 

D
estroy after 5 years subject to being audited 

22 
Letters despatched: R

egister 
 

D
estroy 5 years from

 last entry 
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D
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R
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D
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(1)  

(2) 

23 
Letters received: R

egisters 
 

D
estroy 5 years from

 last entry 

24 
M

achine cards expenditure 
 

D
estroy 5 years from

 last entry 

25 
O

vertim
e pay and allow

ances 
 

D
estroy after 5 years subject to being audited 

26 
O

vertim
e schedules 

 
D

estroy after 5 years subject to being audited 

27 
Pay salaries and w

ages 
 

D
estroy after 5 years subject to being audited 

28 
Pay acquittance rolls and sum

m
aries 

 
D

estroy after 5 years subject to being audited 

29 
Pay adjustm

ents correspondence and registers 
 

D
estroy after 5 years subject to being audited 

30 
Pay allow

ances 
 

D
estroy after 5 years subject to being audited 

31 
Pay seductions 

 
D

estroy after 5 years subject to being audited 

32 
Pay ledgers 

 
D

estroy after 5 years subject to being audited 

33 
Paysheets 

 
D

estroy after 5 years subject to being audited 

34 
Pay stoppages 

 
D

estroy after 5 years subject to being audited 

35 
Post office w

arrants cashed 
 

D
estroy after 5 years subject to being audited 

36 
Presented 

 
D

estroy after 5 years subject to being audited 
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(1)  

(2) 

37 
R

efunds from
 revenue 

 
D

estroy after 5 years subject to being audited 

38 
R

ail R
oad, Port and A

gency accounts 
 

D
estroy 5 years from

 last entry 

39 
R

outine correspondence relating to accounting procedures, 
allow

ances, creditors, deductions pay refund, stop order, 
travelling expenses 

 

D
estroy after 5 years subject to being audited 

40 
Sub collectors schedules of accounts 

 
D

estroy after 5 years subject to being audited 

41 
Supporting cash vouchers (see cash accounts) 

 
D

estroy after 5 years subject to being audited 

42 
Tem

porary deposits 
 

D
estroy after 5 years subject to being audited 

43 
V

irem
ents 

 
D

estroy after 5 years subject to being audited 

44 
V

ote expenditure cards 
 

D
estroy after 5 years subject to being audited 

45 
V

ouchers: cash and journal supporting docum
ents 

 
D

estroy after 5 years subject to being audited 

46 
W

arrants, paid 
 

D
estroy after 5 years subject to being audited 

47 
W

rite offs 
 

D
estroy after 5 years subject to being audited 

TR
U

ST FU
N

D
S 

 
 

1 
A

ll accounting records relating to TR
U

ST FU
N

D
S should be 

retained perm
anently ie C

ash B
ooks, Ledgers etc. 
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Appendix I 
 
 

NATIONAL ARCHIVES OF ZIMABABWE 
RECORDS SURVEY WORKSHEET 

 
 
1 MINSITRY, DEPT  Date Established  
    
Headed By  Designation  
    
Staff Compliment  Registry/Records Staff  
    
Training in Records Management/Registry Procedures 
 
 
 
 
 
 
 
 
2 FUNCTIONS 
 
 
 
 
 
 
 
 

3 RECORDS CLASSES Covering Dates Qty 
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4 FILING CONTROL SYSTEM: eg alphabetical, numeric etc. 
 
 
 
 
 
5 FILING EQUIPMENT (type and size) 
 
 
 
 
 
7 STORAGE 

(i)  Office (how long) 
 
 
 
 
 

(ii)  Records Centre Operations – Awareness 
 
 
 
 
 

(iii)  Date of Last Deposit 
 
 
 
 
 
8 VITAL RECORDS PROGRAMME (Information absolutely vital to the survival and reconstruction of the 

organisation) 
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9 ACCESS TO REGISTRY (Unauthorised entry etc) 
 
 
 
 
 
10 SECURITY PRECAUTIONS OF RECORDS AGAINST: 

(a)  Fire 
 

(b)  Pests 
 

(c)  Sunlight 
 

(d)  Dust 
 
 

PROBLEMS/OBSERVATIONS 
 
RECORDS TRANSFER 
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TRAINING 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Survey Conducted By:  
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