Example Agency


1.4 REPORTING RESPONSIBILITY

Policy

Example Agency’s Ownership Agreements requires that the Chief Executive provide regular financial performance reports to the Minister.

Rationale for Policy

The Chief Executive is obliged to manage the delivery of outputs and the use of the department’s resources.  This requires that the department keeps records of and be able to report on output delivery according to the performance measures contained in Budget Paper 4.  It also requires the department to keep records and be able to report on the management of resources.

Responsibilities and Accountabilities

The primary responsibilities and accountabilities in relation to reporting rests with:

· Chief Executive;

· Directors;

· Financial Controller; and

· Manager Corporate Reporting.

Chief Executive

The Chief Executive has responsibility to ensure that the department fulfils its reporting requirements to the Minister.

Directors

Directors are responsible for ensuring that their business unit  meets its reporting responsibilities to enable the Chief Executive to fully discharge the above responsibilities including:

· provision of financial information in the format and timeframes requested by Corporate Finance;

· maintaining auditable information relevant to their areas of control to substantiate all financial amounts; and

· provision of performance and annual report information in the format and timeframes requested by Corporate Services.

Financial Controller

The Financial Controller is responsible for:

· preparing the financial statements within the required timeframes;

· ensuring amounts included in the financial statements agree with the Department’s accounts and records;

· ensuring all amounts in financial statements are capable of audit verification; and

· explanation of material variances of reported amounts from budgeted and previous period amounts.

Manager Corporate Reporting

The Manager Corporate Reporting is responsible for coordinating the quarterly performance reports.

Non Compliance

Non-compliance with these procedures may result in the department not meeting its reporting obligations.

As a result of this any failure to abide by these procedures will be treated seriously.

Target users

These procedural rules are for all directors with reporting responsibilities.

Procedures

The following procedures are addressed by these guidelines:

· reporting requirements;

· monthly reporting;

· quarterly reporting;

· annual reporting; and

· production of annual report.

 Reporting Requirements

The department has reporting requirements and obligations resulting from:

· Chief Minister’s Annual Reports Directions;

· Financial Management Act 1996; and

· Ownership Agreement.

Monthly Reporting

To enable consolidated whole of Government reporting requirements to be met on a monthly basis, the department must ensure the timely provision of financial information to the Treasurer through the Department of Treasury, Financial and Budget Management (by the eighth day of the each month). Information is required in respect of the previous calendar month in the required form on the:

· statement of financial position (department) and statement of assets and liabilities held on behalf of the Territory;

· statement of financial performance (department) and statement of revenues and expenses on behalf of the Territory; and

· statement of cash flows (department) and statement of cash flows on behalf of the Territory.

Quarterly Reporting

On a quarterly basis the department must ensure the availability to the Treasurer information in respect of the previous calendar month in the required form on:

· operating statement  - material variance explanations (by the eighth working day of each quarter);

· status reports to supplement performance reporting to the Assembly and provide stakeholders with a summary on progress against budget highlights, significant initiatives and major projects (by the tenth working day of each quarter); 

· management discussion and analysis of agency results to date, forecast results and related issues that may impact on the financial condition of the agency (by the tenth working day of each month); and

· a report on the provision of output and performance against key performance indicators.

Annual Reporting

To enable whole of Government reporting requirements to be met, the department will also ensure the following information is provided to the Auditor-General and the Department of Treasury, Financial and Budget Management:

· (no later than 30 July) financial statements excluding the statement of performance;

· (no later that 7 August) statement of performance; and

· (no later than 8 August) management discussion and analysis.

The department must provide a certified set of unaudited financial records for the preceding financial year, as provided to the Auditor-General.

The department must provide the Treasurer a full and accurate set of audited financial records for the preceding financial year in the form requested by the eleventh week of the financial year.

The department will also ensure the consolidation packs relating to annual financial statements are completed and lodged with the Department of Treasury by no later than 12 August.  Any changes to consolidation packs arising from audit must be advised by 3 September.

Production of Annual Report

The department will produce an Annual Report in accordance with the Treasury Annual Report Guidelines.
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