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DUTIES OF THE COMMITTEE

Section 8.(l) of the Public Accounts Committee Act 1951 reads as
follows:

Subject to sub-section (2), the duties of the Committee
are:

(a) to examine the accounts of the receipts and
expenditure of the Commonwealth including the
f£inancial statements transmitted to the
Auditor-General under sub-section (4) of section 50
of the Audit Act 1901;

(aa) to examine the financial affairs of authorities of
the Commonwealth to which this Act applies and of
intergovernmental bodies to which this Act applies;

(ab) to examine all reports of the Auditor-General
(including reports. of the results of efficiency
audits) copies of which have been laid before the
Houses of the Parliament;

{(b) to report to both Houses of the Parliament, with
such comment as it thinks fit, any items or matters
in those accounts, statements and reports, or any
circumstances c¢onnected with them, to which the
Committee is of the opinion that the attention of
the Parliament should be directed;

(c) to report to both Houses of the Parliament any
alteration which the Committee thinks desirable in
the form of the public accounts or in the method of
keeping them, or in the mode of receipt, control,
issue or payment of public moneys; and

(d) to inguire into any question in connexion with the
public accounts which is referred to it by either
Hougse of the Parliament, and to report to that
House upon that question,

and include such other duties as are assigned to the

Committeer by Joint Standing Orders approved by both
Houses of the Parliament.
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PREFACE

Following the creation of the Department. of Finance in
1976, it ‘was agreed that the 'Treasury Minute' arrangements for
ensuring that appropriate action is taken in response to
Committee recommendations, should continue. These procedures then
became known as the 'Department of Finance Minute',

Although these arrdangements are periodically reviewed,
they have been in: operation, in more or less their current form,
since 1952, when  the Public. Accounts Committee was
re-established.

The Finance Minute procedures, as they now stand, are as
followss

1. The Report of the Committee is tabled in both
Houses of the Parliament and motions are
movéd in both places that the Report be
printed as a Parliamentary Paper.

2. The Chairman of the Committee thereafter
forwards. a copy of the Report to the
responsible Minister and to the Minister for
Finance with a request that he give the
Report his consideration and inform the
Chairman of the action taken to deal with the
Committee’s conclusions.

3., ‘The reply which is in the form of a
Department of Finance Minute, is then
examined by the Committee and, together with
the: conclusions of the Report to which it
relates, ig submitted as soon as possible as
a Report to the Parliament.

4, Shoula the Committee £ind during its
examination of a Department of Finance Minute
that certain recommendations are not fully
dealt. with or are subject to a further
Minute, it holds an exploratory discussion
with officers of the Department of Finance
prior to the submission of the Minute to the
Parliament.

5. In reporting a Minute to the Parliament, the
Committee, except. in special cases does not
-ustally make any comment other than to note
recommendations not fully dealt with or
subject to a further Minute.

¢ix)



6. When the Committee next examines the
Dgpa:tment concerned the Department of
Pinance Minute ig considered by the Committee.
if applicable, '

7. The _Department of Finance furnishes the
Committee with a half-yearly report on
outstanding Minutes, indicating ‘the progress

.made in = dealing with the Committee's
comments, '

In accordance with the procedures outlined above, this

teport documents the Department of Finance Minute
submitted in response to the Committee's 190th Report. vhich was

For and on behalf of the Committee.

Chajirman

albery.
Secretary
Joint Parliament,
Parliament Hous
Canberra

30 November 1983

ry .ffommitt:ee’of Public Accounts

(x)

CHAPTER 1
INTRODUCTION

1.1 The Committee's 186th Report, an examination of
Expendituré from the Advance to the Minister for Finance
(Appropriation Acts 1979-80) was tabled in Parliament on 7 April
8l, A summary of that report appears in Chapter 2. The
recommendations together with the Department of Finance Minute,

which was sent to the Committee by the Minister for Finance on 16

December 1982, appear in Chapter 3.

1.2 On 23 September 1983 the Committee wrote to the
Secretary, Department of Finance and reguested additional
information and clarification of the Departmental responses. to
Recommendations 5 and 6.

1.3 The Committee considered the departmental response to
Recommendation 5 did not adequately address the question
concerning: the reasons for the amount in question ($1.72m) and
failed to answer the more detailed question concerning a sericus
deficiency in the Department's estimating and financial control
procedures..

1.4 Similarly, the Committee considered the departmental
responge. to Recommendation 6 failed to answer the underlying
question concérning deficiencies in the Department's financial
control procedures and in addition made no response to the
following points:

. the underestimation of staff wastage in the
latter part of the year;

. the inability of the Department to anticipate
the full cost of its recruitment program in
1979/80, and make provision in the estimates
accordingly;

. the inability of the Department to anticipate
the number of staff paid under this item. This
resulted because the 'Burean of Trangport
Economics establishment did not achieve the
forecast level and the transfer of the Papua
New Guinea staff did not occur in time for
inclusion in the additional eatimates..

1.5 The Committee also asked for an assurance that these
procedures had been re-examined by ‘the Department and that they
were satisfactory.



1.6 In response, the Department. of Finance provid

. 1 ) ed the
Commn:.t:eg with additional information supplied by thpe Department
of Aviation dated (29 November 1983). The Department stated that

the salarjes estimating and financi
forlonn g i ial control procedures are as

««.Following the Committee's enquir the forme
Deparg:ment of Transport undertooﬁ a{"eview of it:
salaries estimating and control procedures. The
review was continued by the Department of
szatzox} and took the form of a working group
comprising officers from Finance, Manpower and
Personnel Branches of the Department, reporting
2gn:e Suteetinngom;‘n.ittee of senior officers. As a
C quence of this review, najor changes were
instituted, and the revised arran

been operating since mid 1982. Frangenents  have

Prior to these changes the Department relied on
system which arrived at the sglax:ies estimates b;
use of a broad averaging technique., Under the
revised arrangements the estimate is built up on
the basis of a detailed analysis of relevant
gsngonenta,l 1nclgding numbers of staff andg

erage salary ¢~ each employment category.
While the latter system requires considesabllly
greater effort and use of resources it has proved
to be much more accurate and reliable,

The system was first used in respect of the
198?/83 Additional Estimates and progided a very
satisfactory result. Expenditure in 1982/83 was
within 0,2% of the appropriation.

In addition to the development of more accurate
estimates, the revised arrangements provide for
the d_edication of resources to the monitoring of
staffing and salaries expenditure trends, with
regular reporting to the Departmental Executive,

The. es_timating“ and monitoring systems are
designed to‘lde.nt:.fy all factors affecting
salaries estimating procedures and financial

control including the points identified by the
Committee as being deficient. They are also
subject to an ongoing review process to further
refine the methodology and to ensure that they
are responsive to changing circumstances.

1.7 The Committee is now satisfied wi
to its 186th Report. with the responses

L

CHAPTER 2
SUMMARY OF COMMITTEE'S 186TH REPORT

2.1 In accordance with normal practice the Committee
obtained from departments 128 explanations relating to items from
the Advance to the Minister for Finance (AMF) in 1973/80. Four
items were selected for public examination and additional written
information was reguested from a further twelve departments in
relation to their explanations.

2.2 The first purpose of the AMF is to provide moneys that
will be recovered durinyg the financial year. These may be from
any source including recoveries from the Additional “Estimates
later in the year. It is unusual for departments to require
additional funds to meet unforeseen changes in circumstances
prior to the Additional Estimates and in such cases the
Department of Finance will meet the requirement from the AMF
'pendiny Additional Estimates,' The department concerned is then
required to seek the amount involved in the Additional Estimates
and when the additional Appropriation Acts are passed the amount
is credited back to the Advance. The same principle of
reimbursing the AMF applies to amounts provided to departments
'penging the issue of Governor-Geperal's Warrant', In this way
the Advance is used as a source of temporary finance.

2.3 The remaining purpose of the AMF is to meet commitments
that. could not have been foreseen in time for their inclusion in
the Additional Estimates and particulars of which are later
submitted to the Parliament. It is this use of the facility which
interests the Committee on behalf of the Parliament.

2.4 in examining expenditure from the Advance to the
Minister for Finance the Committee seeks to determine whether or
not expenditure from the Advance has been confined to urgent and
unforeseeable requirements for which provision could not be made
in the departmental estimating procedures and to determine
whether or not the departments concexrned have maintained
efficient administration in their expenditure of those funds,

2.5 The four departments examined in 1980 were the
Departments of Finance, Social Security, Transport and Veterans'
Affairs. The Committee concluded that in most cases expenditure
from the Advance to the Minister for Finance was confined to
urgent and unforeseeable requirements for which provision coula
not have been made in the Appropriation Acts. However, in
relation to the then Department of Transport, there was evidence
of clerical errors, inefficient estimating procedures, and delays
which caused expenaiture to be charged to the Advance when
provision should properly have been made in the Additional
Estimates.



CHAPTER 3
DEPARTMENT OF FINANCE MINUTE ON 186TH REPORT

3.1 This Chapter details departmental responses to the
recom:peng!atgions made by the Committeer in its 186th Report. As
explained in Chapter 1 the responses below were provided in the
Department of Finance Minute of 16 December 1982,

RECOMMENDATION 1 (Department of Finance)

The Committee notes with concern any instances
vhere  expenditure on an appropriation. item is in
excess of Warrant Authority held for that item, as
such expenditure is incurred without the authority
of the Parliament or the approval of the Minister
for Finance, It is noted that remedial action has
taken place to improve internal control in the
Departments. which over-expended in 1979/80 and
trusta. that this will result in no further instance
of over-expenditure in the future.

Response

3.2 The Department of Fihance has advised that interim
action to highlight Warrant Advice issues which exceeded. approved
Warrant Authority for expenditure was implemented prior to the
close of the 1980/81 financial year. Further developmental work
has continued on the Warrant Authority  control system within the
ADP Ledgers System, Features now incorporated include controls to
prevent. the issue of funds in excess of .approved Warrant
Authority and to prevent the allocation of Warrant Authority in
excess of Parliamentary Appropriations.

3.3 The revised arrangements also give the 'head-office’
departmental Authorising Officer an increased capacity to
supervise and co-ordinate the issue of Warrant Advices. This has
been achieved by providing a facility which enables him to
centralise- the input of Warrant Advices through the Canberra
Accounting Office of the Department of Finance. Previously these
transactions could only be input on a decentralised basis through
the regional Accounting Offices of the Department of Finance..

RECOMMENDATION 2 (Department of the Senate)

The Committee is particularly concerned at the
breakdown of internal control procedures in the
Department of the Senate, which resulted in the
Department over-expending in two appropriation
items in 1979/80. The Committee considers that the
Parliamentary - Departments' have an added

e i o
- e

responsibility to ensure that expenditure on all
items is kept within the limit of Warrant Authority
held, This Committee therefore expects that the
remedial action taken within this Department will
be sufficient to -ensure that over expenditure will
not recur at any time in the future,

Response:

3.4 The Department of the Senate has advised that its
manually maintained Warrant Control Ledger has been restructured
to provide immediate and <accurate information of the warrant
available under each appropriation item: It is expected that this
measure, together with a strengthening of internal control
procedures, will ensure that expenditure on all items is kept
within the limit of Warrant Authority held.

RECOMMENDATION 3 (Department of the Senate)

A further matter of concern is that the Department
of the Senate did not provide a response to a
letter of 12 August 1880 from the Committee which
sought detailed information in relation to the
over-expenditure until 3 October 1980, a period of
approximately 2 months. The Committee considers
that such a delay is unacceptable, especially as it
was requested that a response be provided by 29
August 1980.

Response

3.5 The Department of the Senate accepts the Committee's
criticiem. An examination of departmental records indicates that,
whilst several discussions relating to the matter were held with
officers of the Committee Secretariat and the Department of
Finance during that period, the Committee's deadline was
overlooked and consequently the matter was not given its due
priority.

RECOMMENDATION 4 (Department of Social Security)

The Committee is generally satisfied with the
Department's explanation in relation to the
expenditure of $56,605 £rom the Advance to the
Minister ‘for Finance for this item. However, the
Committee notes that the. Department's
decentralisation arnd expansion program is of a long
term nature and that vehicles have been hired from
the Department of Administrative Services £for
several years, Thé Department, on the basis of its
past ekxperience,; should therefore have been able to
make provision for the full costs of the car fleet
expangion and for the payment of the June 1980
period ended accounts at additional estimates time,



Responge,

3.6 The Department of Social. Security accepts -‘that the

additional estimate could be criticised ag lacking the desirable
degree of precision. However, every endeavour is made to ensure

that estimates are as accurate as possible having regard to the

latest available information at the time of their preparation.
Even 8o, in appropriations such as that for motor vehicles where
the decentralisation of departmental activities dictates that
forecasting must be undertaken on a State by State basis and
where the services are provided by other organisations,
difficulties can arise, on occasions, in securing absolutely
accurate and timely information.

RECOMMENDATION 5 (Department of Transport)

The Committee is particularly concetned that $1.72m
of the amount provided for this item in the Advance.
to the Minister for Finance cannot readily be.
quantified or accounted' for by the Department and
believes that this situation illustrates a serious
deficiency in the Department's estimating and
£financial control procedures.. .

Response

3.7 After investigations by officers of +the former
Department of Transport the factors determining the need for the
amount. of $1.72 million have now been identified - $0.05 million
vwas not spent and the remaining $1.67 million was primarily
attributable to:

{a) an underestimation of the ‘'base!’ average
salary by approximately 1% (accounting for
§1-51.5 million of the shortfall); and

(b} an upward shift 4in the staff profile during
1978/79 and 1979/80.

This analysis results from investigations by officers of the
former Department of Transport which included:

(a) a reconciliation of the staff employed and. the
staff paid by the Department to ascertain any
discrepancy;

(c) an examination of long service and sick leave
patterns to determine whether abnormal. higher
duties payments, and/or prepayments of salary
had been made;

(d) an examination of the number of inoperative
staff returning to the payroll to determine
whether it was more than estimated;

(e) examination of the possibility that
non-budgeted variations in allowances had
occurred; and -

(£) an investigation of the possibility that the
'base' figure had been underestimated or
calculated incorrectly.

RECOMMENDATION 6 (Department of Transport)

The Committee considers that, notwithstanding the
diversity and complexity of Operations,
deficiencies in the Department's financial control
procedures are further illustrated by the following
unsatisfactory features:

. the underestiration of the average salary paid in
the Department by a factor of between 1 and 2 per
centy

the underestimation of staff wastage in the
latter part of the year;

the inability of the Department to be able to
anticipate the full cost of its recruitment
program in 1979/80, and make provision in the
estimates accordingly; and

the inability of the Department to anticipate the
number of staff paid under this item .as a result
of the Bureau of Transport Econcmics
establishment not obtaining the forecast level
and the transfeér of the Papua New Guinea staff in
time for inclusion in the additional estimates.

Response

3.8 In 1980/81 procedures were introduced to optimise the
use of automated personnel and establishments information,
provided by systems such as Mahdata (operated by the Public
Service Board), to obtain better data on staffing levels and
related salaries implications.

3.9 However, the Mandata system ceased to operate in
September 1981. Sincé then, an interim system enabled basic
records on establishment and personnel to be maintained and
updated, but did not provide salary information nor capacity for
addition of information such as the application of Arbitrator's
determinations, This led to underestimation of requirements for
salaries in 1981/82,



3.1¢0 The former Department of Transport subsequently
established a working group to develop specifications for an
overall system to enable accurate information to be provided on
salaries expenditure and future salaries requirements. This
working group was continued by the Department of Aviation. Its
terms of reference appear at Appendix 1.

3.11 Despite the further developmental work required, the
Department has stated that some improvement has already been

evidenced in the calculation of base salary estimates. Funds from

the Advance to the Minister for Finance were not required in
respect of the salaries vote by the former Department of

Transport in 1980/81 and the feasons for the need for recourse to

the Advance to the Hinister Ffor Finance in 1981/82 have been
identified and attempts to correct them have been made by the
Department.

3,12  The Departrent of Finance has noted the progress already
made in production of an improved estimate and will continve to
monitor developments.,

RECOMMENDATION 7 (Department of Transport).

The Committee is concerned that the Department has
exceeded: its staff ceiling for at least 2
consecutive years and suggests that theé Department
review its staffing procedures. to ensure that in
future it remains within approved ceiling levels.
Response

3.13 The former Department of Transport paid increased

attention to the management of staff ceilings in 1980/8l and

1981/82 by monthly moniltoring of staff levels and where necessary

by issuing directives from Central Office to regions concerning.

adjustments to recruitment strategy.

3.14 As may be seen from the table at Appendix 2, variations
in approved ceiling figures in 1980/81 and 1981/82 made it
difficult to keep actual staff numbers close to ceiling,

Nevertheless, June 1981 staff figures were only marginally
different from staff ceiling figures, (0.098% variation), having

been below ceiling for most of the year.

3,15 The former Department of Transport's ceiling was

substantially reduced in July 1981, Consequently, from July to
December 1981 the actual staff level of ‘the former Department of

Transport was above ceiling. The Department's staff ceiling was

increased to 400 in December 1981, a figure achieved by the
Department in March 1982. On introduction of the new Departmental

Administrative Arrangements in May 1982 the actual staff level

exceeded the ceiling by 0.15%.

3.16 The Department considers that given the large number of

staff categories involved (over 100) and the decentralised
recruitment arrangements, it is unlikely that a greater degree of
precision in the management of staff ceiling levels could have

‘been achieved.

RECOMMENDATION 8 (Department of Transport)

The Committee notes that the Department is aware of
the need to improve its eatimating procedures, and
expects that the current review will result in a
significant improvement in performance in the
future., The Committee wishes to be kept informed of
the progress made in this review..

Response

3.17 As commented on in Paragraph 4,10 the former Department
of Transport established a senior level Steering Committee and a
working group to investigate problems in the salaries estimating
proceduress and make recommendations for improvements. This
working group was continued by the Department of Aviation and has
now finalised its report, a copy of which appears at Appendix 3.
The Department of Aviation has now introduced a system for.
salaries estimating and monitoring and in the near future intends
to automate this system,



APPENDIX 1

SALARIES: ESTIMATES WORKING GROUP
TERMS' OF REFERENCE

The review of the Salaries Estimating procedures has, as its primary
objective, the development of an overall system to enable accurate
information on salaries expenditure and future salaries requirements
(inoluding Overtime) to- be provided to Departmental Management. and
the Department of Finance.

Contained within the overall objective are the following identified
sub-goéals?

Examination of existing salaries estimating procedures to
identify causes of deficiencies, Develop a system which will
provide a realistic and practicable estimate, acceptable to
Department of Finance and which meets Departmental management
needs, in particular

- establish the most efficient manner of developing an
accurate estimate of the "Salary Base"

- establish a system for identifying all the variables
affecting salary expenditure and which caters for these
effects in the estimate,

Examine the monitoring systems used. to provide timely

« information on.expenditure on salaries and related allowances

and identify deficiencies. Develop a monitoring syatem which,
will

- provide acourate salaries expenditure data on a

fortnightly basis

- identify in advance variations which will significantly
affect salary payout figures.

- assess affeots. of these variations to the total salary
expenditurs requirements.

Examine the acouracy of the data bases used in. compiling or
verifying salary estimates and specify new automatic and/or
manual systems to improve the reliability and/or useability of
this information.

11



APPENDIX 2
FORMER DEPARTMENY OF TRANSPORT

Full Time Full Time Operative

Opérative Starf Staff Ceiling
1980/81 .
July : 11,315 11,615
August 11,335 "
September 11,362: .
October 11,354 "

“November . 11,424 11,362
-‘December 11,373 1%,615.
January 11,415 ° "
February 11,640 "
March 11,600 11,730
April 11,669 "
May . 11,623 . n
June 11,741 "
1981/82'

July 11,634 11,576
‘Algust. . 11,653 "
September 11,608 "

- Ostober 11,633 "
Novebep- 31,674 "
Decesber 11,673 11,976
January 11,812 »
Pebruary’ 11,945 "
March 11,980 - "
April : 11,994 "

13




APPENDIX 3

REVIEW OF SALARIES ZISTIMATING PROCEDURES WITHIN
TEEZ DEPARTMERT OF AVIATION ~ 1982

Report Summary

The repnrt proposes the implementation of an additive type
salaries estimating system coupled with detailed monitoring
of salaries expenditure

- to meet the Department’s current and future requirements in
the salaries estimating field.

The system recognises the complexities associated with the
Department's salaries and allowances estimates and is seen as a
forward looking solution to meet the Department's special
reguirements

~ associated with its size, large number of categories of
staff and decentralised operations.

The salaries estimating methodology is to involve the following
components:

- calculation of a base salary using number of staff employed
at each increment level in each category

- calculation of increment entitlement for these staff

~ estimation of ,penalty payments to accrue to individuals
at each classification level

- calculation of higher duties, Reg §7, Flying, Second Division
and other allcwances separately and in detail

- calculation of leave loading entitlements for staff

~ estimation of lump_sum nayments

- inclusion of factors for staffing variations.

The monitoring methodology is to involve regular and detailed
reporting on expenditure on all the components listed above

- as well as costing of the effects of arbitral determinations
and awards as they are handed down throughout the year.

The report propeses that the responsibility for co-ordination and
compilation of salaries estimates and monitoring be placed
in the Management Services Division (MSD)

- Regions are to provide much of the source data and expenditure
figures

- Finance Branch of Resources Division is to provide clear and

precise instructions to MSD concerning the nature, timing and
format for each estimate

15



REVIEW OF SALARIES ESTIMATING PROCEDURES WITHIN THE

~ other Départmenhtal areas to provide specific information to
: DEPARTMENT OF AVIATION -~ 1982

MSD as. required.

. The system proposed has staff resource implications and will involye

a full-time additional position in MSD - : o L " “pable of Contents
- Regional staff resource implications will be assessed ] . -
during developmental discussions with Regional representatives. . Section Title Page
. The overall system is to be documented in a procedural manual - 1. The Nature of Salaries Estimates 1
_ P . B . ' 2 2. Need for Co-ordination. 2
vgh:.cix is in a draft form at the présent time and will ¥ 3. Methodology for Estimating Salaries 2
.].nvotvetR,ng.?ngjll Finance Branch, MSD and Manpower Branch Expenditure )
inputs to bring it to finality. ’ : } 4. proposed Salaries Estimating Procedure 3
X 5. Responsibility for Preparation of 7
! Salaries Estimates
: 6. Proposed Monitoring System 9
i 7. Responsibility for the Monitoring of 11
3 Ssalaries Expenditure
§ 8. Usage of ADP in Salaries Estimating/ 12
‘Monitoring
9. Overtime - 13
10. Establishment Implications 13
1l. Summary 15

. ,“ d stigation and Report by Ian Carmody
b Assisted by . ° Carol Bates

i Manpower Branch+
July 1982

16 - ‘ ‘ ‘ 17




1. The Nature of Salaries Estimates
~o= "o TAre of Salaries Estimates

Salaries estimates are unlike other estimates provided
to the Department of Finance in that expenditure on salaries can
not be varied to ensure alignment with the estimate. There
exists a flexibility in the rate of expenditure on travel, for
example, which enables a certain degree of adjustment to be made
to ensure expenditure is close to the estimate amounts. 7This is
the case for most other administrative expenditure items. Whilst
the lack of flexibility in salaries expenditure does not imply
that these other administrative items do not require a detailed
accurate estimate it does in practice mean that the salaries
estimates, particularly the additional estimates, need to be an
extremely accurate report on all known variables.

The Department's expenditure on salaries is the largest
single line item in the Appropriation Acts and accounted for 46%
of total estimated expenditure in the 1921/82 financial year for
the Department of Transport {(as it was then titled). fThe
importance of accurate salaries.estimates can be seen in that a
small percentage underestimate will mean that there is a
significantly large overspend on salaries. For example, using
the latest available salary expenditure figures for D of A, if
the first estimate is out by one percent the actual difference
will be close to §2.2 million.

Problems also arise from the diversity of categories
involved in D of A operations and the number of special
allowances which are applicable to D of A staff. Regionalised
operations and decentralised salaries bayment systems also add

to the problems experienced in developing an accurate salaries
estimate.

D of A is not the only Department which experiences
all these problems; in fact most large Departments are faced with
similar difficulties when preparing salaries estimates. The
Review Team examined in detail the salaries estimating procedures
within the Departments of Administrative Services (DAS), primary
Industry (DPI) and the Australian Taxation Office (ATO) .

DPI has attempted to prepare estimates centrally and
has experienced difficulty in preparing accurate salary
estimates. fThey are in the process of developing an instruction
manual for circulation to State Offices which will establish a
salaries estimating procedure that will require extensive
Regional inputs. The estimate processes were not resolved at the
time we spoke with DPI Officers but it was their intention that
the estimates cell in the Finance Branch of DPI undertake the co-
ordination of the salaries estimates.

DAS deploy the equivalent of a full time Class 7
officer on salaries estimates and monitoring. This officer is
located in the Establishments Section, not in the Finaneial
Estimates or Accounts area. This officer has concentrated on

18

refining the Finance Ledger System and has extengively uti}ized
appropriation codes to enable extraction of detailed salaries
data using the ledger. Salaries estimates are also pgepared by
this officer who consults other specialist areas or line managers
as and when necessary (e.g. staff ceiling allocations, wastage
rates, policy initiatives).

ATO has developed a detailed procedure manual which
is issued to each Region and to relevant areas @n Central office.
This manual defines Branch/Region responsibilities in the
salaries estimating process and provides formulae to be used when
providing estimates on salaries and allowances variables. The
Finance area in Central Office of ATO co-ordinates the
compilation of the f£inal Office wide estimates. As the system
operates in ATO the compilation task is merel¥ mechanical in
approach. The Finance area is constantly reviewing and
developing the instructions contained in the procedural manua}.
A copy of the relevant sections of the ‘ATO procedural manual is
enclosed for information at attachment A.

2. Need for Co-crdination

Until recently no specific line area has been made
responsible for co-ordination of inputs to the salaries
estimating process. In practice Finance Branch has u?dertaken
the work in preparing salaries estimates in consultation on an
ad hoc basis with Personnel and Recruitment Sections. To
overcome the problems mentioned earlier, particularly the
problems resulting from the decentralised regional organisation,
it will be necessary for an area to take tesponsib}ity‘for the
co-ordination of estimates (six times for each estimating cycle -
see section five). 1In as far as accurate monitoring is essential
in the preparation of revised and additional ?sti@ates‘there is a
strong case for the same area to maintain monitoring .
responsibilities. The placement of the co-ordi?atlon function is
discussed later in the report but first the desirable methodology
for estimating and monitoring is outlined.

3. Methodology for Estimating Salaries Expenditure

The type of methodology employed in dgvelgpzng a
salaries estimate impacts on the type of co-ordination required.
There are two broad types of estimating methodology which can
be used; viz averaging systems and detailed additive type
systems. There are advantages in both.systems. The deploynment
of averaging methodology saves staff time and resources bgt at a
cost of detail and accuracy. The additive type estimate is .
considerably more éxpensive of staff resources, involving Regions
in a detailed analysis of their records, but will provide a
sound, reliable salaries base. Averag%ng,systems‘can be largely
undertaken centrally, whereas the detailed type system is reliant
upon regional inputs.
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The problems. experiencad with, estimating salaries have
prompted this review. They have been the product -of a central
averaging type system and. whilst, with hindsight it can bé seéen
where the miscalculatiops occurred, there 4s 1ittle chance of
ensuring that similar mistakes are not. repeated unless the system
is extensively redevéloped. Theé development of an averaging
system to the point where such occurrences are ruled out will
require extensive statistical and methodology developmént.

) In contrast the detailed "building block" approach
would allow the Department to have .a clear measurement of the
estimate of each component in the salaries and allowances vote
which will, with detailed monitoring 6f expenditure components,
allow accurate' estimates to be submitted to D of F.

It is proposed that a detailed salary estimate be
constructed based on a procédure manual which is currently being
developed. The essential components of this. estimating procedure
are detailed below. In the longer term it may be: posdsible for
parts of the systems to be refined and replaced by soundly based
and tested statistical averages. ‘

4. Proposed Salaries Estimating Procedure

It is proposed to adopt. an estimating procedure which
will provide an estimate for each variable component within the
salaries vote. 'Thésé sub estimates can then be monitored againsgt
expenditure rates (see monitbring procedures later in this
report) and initial estimating assumptions cah be altered and
revised for additional estinates, IListed heréunder afe the
variables to be estimated. The type of information required for

each variable and the area most. likely to be able to provide this
data is shown.

(a) Bdsic Salary: Consists of the normal entitlement
excluding allowances paid ‘to each officer/employge
within the Department. It is by far the largest sub.
component of the salaries and allowances vote and
therefore should attract considerable attention to

ensure that the initial estimate is soundly based.

officer's/employee"s annual salary - this is
impractical for D of A with approximately 11,000 staff
membeérs. The next bést alternative would be to group
the number of staff actually employed at each incrément
level within éach classification level and, by a simple-
arithmetical calculation, derive the average salary for
each clagsification lével.

The ideal estimate would be obtained by adding every
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(b)

(e}

(q)

To obtain this data it will be necessary to approach
‘Fersonnel areas in Regions and C.0. This would be a
large task but one which should be within the

cababilities of each Personnel area.

Increments: ‘Having determined the base salary .
according to the above mentioned methddo;ogy it will be
necessary to estimate for  the payment of salary
increments. It is a .simple matter, using the base
salary data, to determine the maximum inerement
increase possible in the yedr. JIn practice, as a
result Of staff wastage and turnover, the variations
due to increments will fall shoit of the maximum.
Australian Taxation Office has determined an increment
rate of §7% based on that organisations turnover rates.
D of A wastage rates are relatively low, at
appi‘oxima.tely 10% per annum. It is proposed therefore
that an increment payment rate of 90% of the maximum
poksible increment be adopted for theé purposes of the
estimate. This can be: revised in light of operating
practice.

Penalty Pay: Penalty payments form an ongoing part of

the sa%ary of many categories within the Department,

notably ATCs and FSOs. The amount of penalty hours

worked and the rate at wl;ich p;na&l;‘}f{tpa‘yv is. ac:;zid
ends largely on staffing and s arrangen .

g:i number gf {oui-s .of penalty pay to be worked at each

rate for each classification level will provide the

necessary data to calculate an estimate of

expenditure on this componernt.

Regional management. should be in a position to proyide,
this data, partly relying on historical records of .
penalty hours worked (taking into account State public
holidays and other factors) and pa_rtlyAantic:.pating‘
significant staffing variations. The céntral co-.
ordinating unit will be able 'to apply salary rates. to
this data to arrive at eestimate figures.

Allowances:

{iii)} Highei Duties Allowance: There are two
(i) dizferenr_ Teasons for which higher duties.
alldwance is paid, and each should be dealt w‘ith‘
differently in the estimate. Higher duties which
ig paid whilst an officef -occupies a vacant
position is not an additional cost as it is
included in the salary hase calculations. )
Highei duties allowance paid to staff who occupy
positions which also have other officers paid
‘against those positions represents an, 'additio_nal.‘
' ‘cost to the Departmerit and needs to be estimated
' separately.
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(ii)

(iii)

(iv)

(v)

¥hilst every officer accrues paid leave
entitlements on an annual basis, not all leave
is used each year, nor is each position
necessarily filled on a higher duties basis
whilst the occupant is on leave. Calculating
the component of this additional higher duties
allowance cost will not be easy. Regional and
bDivisional management will be generally aware of
positions to be filled on HDA basis whilst
annual leave is used apd will be able to provide
the most accurate estimate of this allowance.
The estimate procedures will require Regional

and Divisional management to provide an estimate

for this component.

Regulation 97: Under the salaries and allowance
appropriation only payments relating to housing
allowances are counted. (Reg. 97A, B, C, and D
are costed to different appropriations.) oOver
and above the normal movement of staff through
transfers and promotion there is the Canberra
Transfexr Program which will result in
significant payments on this component ($532,706
in’1981/82).

Known movements only can be considered and to
this end Regional management, the Canberra
Transfers unit and C.0. Personnel Branch should
be able to provide a calculated estimate in
relation to known Reg. 97 claims.

Flying Allowance: Flying allowance is payable
to 2 number of categories within the Department
and is counted in the ledger system as an
allowance, not as part of basic salary. Specdial
attention will need to be paid to these
allowances, with an estimate of likely staffing
rates of postions eligible for this allowance to
be provided by Regional Offices.

Second Division Allowance: This new allowance,
introduced by the PSE this year, is relatively
easy to calculate and should be taken into
account when preparing the estimate. The
calculations can be undertaKen centrally as. the
number of eligible officers and the allowance
rate are known.

Other Allowances: There are many allowances
which have so far not been mentioned but which
areé paid through the salaries appropriation..
Generally these are all insignificant and need
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(e}

(£)

(g)

only be grouped together with the estimate
simply comprising the previous years expenditure
on general allowances. In 1981/82 the total for
*other payments”, which included all these
allowances vwas $592,920. However it. would also
be advisable for Regional management and C.O.
Personnel to be asked to advise of any known
major alterations to the payment level for other
allowances.

Leave Loading: Using the staffing figures supplied for
the base salary calculations it is a simple matter for
leave loading to be calculated for all officers at each
level within the Department. This can be achieved
centrally by the co-ordinating unit.

Lump Sum Payments: On leaving the Public Service

many officers are entitled to lump sum payments for
unused Recreation and Long Service Leave. The payments
are made over and above that which was. estimated in the
base pay and require a separate estimate to be
included. Personnel Areas would have some informaticn
in relation to knowrn cessations and would be able to
provide an estimate of lump sum entitlements for these
staff. Lump Sum Payments fall into the imponderable
category and a truly accuraté estimate could not
conceivably be calculated. It is important that the
known component be included in the estimate and updated
through the monitoring of expenditure on this
component. The processes will be discussed later in
this report.

Staffing Variations: The offical staff ceiling for the
Department is not known until after Budget
deliberations (although a provisional ceiling is
usually advised by the PSB before the end of the
financial year). Consequently, as draft salary
estimates are prepared about February/March before the
provisional ceiling is known, it is advisable to use
the staff ceiling for the current year and assume that
this will be the average staffing level for the
forthcoming year, until the provisional ceiling is
known.

Usually there would be a discrepancy between the
existing staffing level and the assumed average
staffing level for the next financial year. It could
be that the existing staffing level is under the staff
ceiling which, on the basis of the above approach,
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would require.increased average staffing rataes for the
forthcoming ,year... Similarly, if the staffing level is.
above- staff.ceiling a reduction in average staff -
numbexg will be required to meet the assumed average
staff clevel. .o . o ,

I1FEF e oy - . N P - .
The ajsxqumeq- increase. or reduction 4n staff numbers will
affect the base.salary calculation. The overall . :
staffing numbers are required to. be translated into
increases/decreases. at each classification levéel in
Regions and Pivisions. Regional/Divisional management
will need to provide information as to where increases/
decreases will occur. Manpower, Branch will also be
able to provide initial directions and statistical
breakups in relation to -determining the appropriate
Departmental wide staffing breakup.

5. Responsibility for preparation of Salaries Ey:imat:es

The ‘existing Financial Estimating cycle calls for six -
estimates to be submitted in relation to each financial year.
Three of these estimates are termed planning estimates in that
they do not directly result in.funds being provided. The: other
three are cash estimates. The: table below shows the breakup and
the timing of the estimates.

Approx. timing of Tyée‘ of_Eatix\iate

submission of -eatimate. Planning ~-Cash
to D of F. .

Year 1

January .o + Three, year .

Forward Estimates .
. « Draft Estimates

April . A
May + Supply Estimates
Year 2
January » January Revised

Estimates . .
April . Additional

: ‘ Estimates

May . May Revise’d:

Bstimates;
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It is recommended that a detailed estimate, as ocutlined
above, be prepared for the Draft and Additional Estimates only.
The remaining estimates, because of their general planning nature
do not require the same in depth analysis, and less accurate
measures can be used for calculations, including ‘averaging type
systems and building on the current Year's expenditure. The
monitoring system to be. Aintroduced will enable revised estimates
to. be prepared. ‘

Although. somé information for estimates -can be obtained
from the Finance Ledger System most of the components mentioned
above are only obtainable from Personnel areas. within D of A.
Consequently to derive detailed salaries estimates for the Draft
anad Additional cash estimates it will be necessary to involve the
Regions in much of the original compilation.

It is proposed that the responsibility for providing
the. detailed information on salaries and allowances of staff
employed in each State be passed. to the Regions. In Central
Office it is proposed that the Personnel areas be given
responsibility for extraction of information. To ensure
consistency of approach between Regions and C.0. it is further
proposed that a central co-ordinating unit issue instructions
wlhenever estimates are reguired.

The co~ordination and compilation could be undertaken
in the Finance Branch of Resources Division or it could be
undertaken in the Personnel Branch, MSD. fThere is logic in the
placement of the function in either of these areas; the Finance
Branch performs a similar co-6rdination role for some
administrative items, such as travel; MSD has a functional
responsibility for Departmental wide personnel operations. To.
decide the location of the co-ordination role it is in part
necessary to address the question of whether MSD is required to
be aware of and check for completness and accuracy of the total
salaries expenditure figure.

The majority of the information to be obtained in. the
proposed. estimate procedure is obtainable from Management
Services Diviaion in Central Office or from Management Services
operations in Regions. Therefore MSD's role in the proposed
estimating procedure is significant. 7Tt is proposed that the
responsibility for the co-ordination function for salaries
estimates rest within the MSD Division as it is this Division.
which maintains functional responsiblities for the greatest,
number of estimate components.
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The recommendation to place the co~ordinating:
responsibility within HSD does not, of course, totally remove
Finance Branch's.involvement from the salaries estimates. The
Finance Branch clearly must maintain responsibility for provision
of timely guidelines and instructions to MSD: concerning the
required format for salaries estimates. This is applicable to
all salaries information required by the D, of F. including
provision of clear instructions in relation to Table 9* as well
as estimates.

The. proposed breakup of responsibilities associated
with preparation of salaries estimates is summarised as:

Resources Division

Finance Branch ~ Establish clear instructions
concerning timing, content and special
requirements for each estimate. Review
estimate to ensure consistency with
instructions before submission to
D of F.

MSD - Co-ordination and compilation of the
salaries éstimates involving
responsibility for the accuracy of the
total Departmental estimate of salaries
to be submitted to Finance Branch.

Regional Directors ) Responsible for the provision of
Personnel Areas C.O.) accurate figures in line with
instructions issued by MSD.

Resources Division, ) Provigion of adcurate staffing and
Manpower Branc ) recruitment information as requested by
MSD, Personnel ) the MSD co-ordinating area.

Branch ) N

Attachment B shows graphically the flow of information
envisaged between areas under the proposed estimating system.

6. Proposed Moniiorigg System

Having established an estimating procedure as outlined
above, it will be essential that a comprehensive monitoring
system be developed to ensure that expenditure on all sube
components of the system is recorded.” The monitoring system

* Table 9 is a budget paper containing a break-up by Division

and function of actual and estimated Departmerntal staffing and

salaries expenditure. They are provided to D. of F. by each
Department. in July.
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proposed will draw on centrally available data as much as
possible but. will require regular reporting from Regional
Offices. The componants of the monitoring system. can be divided
into early warning aspects, fortnightly repozting and monthly
reportly.
ﬁ
(a) Early Warning of Variations to Salaries: Since the
demise of Wage Indexation, wage increases have been
effected by Arbitrator's determination. The
abandonment of Wage Indexation Guidelines has led to a
large number of applications by unhions/staff
associations for pay rises which have subsequently been
approved by the Arbitrator.

As determinaticns to vary pay rates and allowances are
issued it is possible to calculate the total increase
to Departmental expenditure for these items. The
costing of each determination gives an early warning of
the effect each determination will have on total
Departmental expenditure. Industrial Relations Branch,
as the recipient of information on industrial matters,
will be required to forward to the Co-ordinating Unit
information on Arbitrators' determinations, lodgment of
claims and other relevant material as it is received.

It would also prove helpful to a monitoring program if
advice concerning known excess payments or significant
staff movements was provided. This data could be
forwarded from Regions and C.0O. Personnel or
‘Recruitment areas on a regular fortnightly basis and
forecast known excess payments a month in.advance.

(by staffing Variations

At the time firm advice is received on the ceiling for
the coming year, an analysis should be made of the
effect on average staffing. In making the analysis
acceunt should be taken of the likely pattern of
recruitment intakes or wastage rates required to meet
the new staff ceiling. There should then be an
assessment made of the effect of these staffing
variations on salaries estimates.

{c) Portnightly Reporting: The basis of fortnightly
report%ng will ge‘an analysis of tlie fortnightly pay.
Ideally thé reporting should sub-divide the pay of each
Region and C.0. into the components mentioned in the
estimating procedures. D of F data does not enable
extraction of this information in the detailed format
which would be ideally required e.g. it is not possible
to extract the total basic salary paid to each
classification level and the number of staff at that
level from D of F printouts at this stage.
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The. basis of the fortnightly reporting system will be
a “Fortnightly Salaries and Wages Return® to be
:grzigtgghbykt?: Rzgipnn‘and Central Office Personnel
.- e following components will be r ted i
the Portnightly Return. ) eported Im
£

- Total basic salary for ‘the Region/C.0. and number of
staff receiving pay divided betweeen full time
operatives, casual and part-time and. inoperatives.

« The regional/C.0. calculation of penalty back pa
resulting from each Determination? ¥ ey

+ Higher Duties allowance payable to officers vho are
acting in positions, the occupant of which is on
paid leave.

. Flying allowances paid to.eligible: categories and
any back pay resulting from. determinations varying
this allowance.

« Reg. 97 allowance paid each pay and number of staff
receiving allowance.

The Finance Ledger will be queried on a fortnight).
basis to obtain total expenditure on salariasxgnd Y
allowances for the Department.

Staffing figures will be obtained from Manpower Branch
and will be maintained as a check on Deparsgental
staffing: vis a vis staff ceiling. (It should be
remembered that average staffing levels affect general
trends in saiary expenditure.)

(@) Monthly Monitorin : Once a month a detailed breakup of
e;pena¥ture Information is available from the Finance
Ledger System. These breakups enable an accurate
picture of Departmental expenditure to be maintained..
As they are not. produced on a fortnightly basis they
are not timely enough for monitoring for revised and
additional estimates however, in the final result they
;;p;es;;tFactual Departmental expenditure as recognised

7. Responsibility for the Monitoring of Salaries Expenditure

In recognition of the nexus that exists betwee
monitoring salaries expenditure and preparing salaries e:timates
2 case can be developed for placing the monitoring function with
MSD. This is particularly sc as an accurate additional or
revised estimate is dependent upon careful monitoring of
expenditure and changes to variables. )
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Finance Branch maintains overriding responsibility for
monitoring of Departmental expenditure however, this does not
include the detailed monitoring of salaries expenditure envisaged
under the new system. The monitoring of salaries is to be an
ongoing task involving the analysis of Determinatigns, allowance
changes, penalty payment variations, average staffing and-actual
fortnightly pay to name but a few aspects. It is-proposed that
the monitoring of salaries expenditure be placed with the area in
MSD which is to prepare the salaries estimates.

8. Usage of ADP in the Salaries Estimating/Monitoring
Activities

There is potential in the estimating/monitoring system
for some of the data to be manipulated or extracted by ADP means.
One of the roles of the central co~ordinating unit will be the
develor t of ADP prc where: ary. The Review Team
has identified two main areas where ADP manipulation may be
possible and these are discussed hereunder.

1. D of F Data Holdings

. The D. of F. pay system which actually determines
D. of A. officers' pay levels is recorded on tapes
which are passed to this Department and used by Finance
Branch for costing purposes. These tapes hold an
enormous amount of data but without programming
development this information can not be used for
estimating or monitoring. It may be feasible to use
these tapes to produce information on such components
as penalty pays and pays per category/classification
level, which would in turn reduce manual inputs in
Regicns and Central Office. The central co-ordinator
will, in conjunction with ADP Branch, need to develop
appropriate manipulations of D. of F. data holdings.

The pay system information is transposed on to the
Finance Ledger System by the D. of F. computer. The
data is arranged according to a hierachy of terms each
of which aré determined primarily by this Department.
The Ledger system has the potential to enable a wide
variety of énquiries to be made and ‘for salaries data
to be sorted in many ways.

In its current format the Ledger provides quite a deal
of information. With some development and redefining
of the structure of the Ledger it should be pessible to
obtain monthly printouts down to classification level
in each Region/Division and by type of salary and
allowance payment. The central co-ordinating area will
need to consider development .of these aspects.
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2. General ADP Applications

Many officers have mentioned to the Review Team that
they see potential for the Transdata system to be
utilised to provide computer calculations. The most
obvious and simple is the inclusion of a salary code
next. to each entry on the Transdata system. This will
enable a base salary to be calculated centrally, but
will require Personnel areas to forward increment
ddvice forms to the Transdata entry area.

Another enhancement discussed, involved the automatic
costing of effects of Arbitrators determinations. This
would require a small program to be developed to be
able to perform the necessary update of salary levels
and calculations for current year and full year effects
for each determination..

Apart from the above mentioned possibilities the Review
Team is not advocating any large scale automatic
estimating or monitoring system. The Review Team does
consider though that salaries estimating would lend
itself to computer modelling, but it is considered that
at this stage the resources to be devoted to developing
a model would be extensive and could not be Jjustified.

9. Qvertime

The main focus of the Review has been turned towards
the salaries and allowances component of the overall salaries
appropriation at the expense of detailed consideration of
overtime. It should be noted that the Finance Branch have in the
past scrutinised overtime déxpenditure closely, and that.
estimating arrangements exist whereby Divisions/Regione provide
estimates of overtime requirements to Finance Branch.

It is recommended that the existing arrangement
continue, whereby Finance Branch maintains responsibility for the
estimating and monitoring of the Departmental ovexrtime vote. It
is further recommended that the global overtime estimate be
developed in consultation with the Co-ordinating Unit in MSD,
which has the responsibility of advising Finance Branch of halary
variations which affect:overtime expenditure.

10. Establishment Implications

If the recommendations concerning placement of
responsibility are acepted the decision concerning the actual
location of the co-ordination function within MSD will of course
be the responsibility of FAS (MS). In that connection it is
noted that a discrete expenditure control cell is to be
established in Executive Services Section in order to centralise
control of MSD funds (AS (Services) minute of 24 June 1982
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refers). It is understood that this cell will estimate and
control the allocation of funds for the general services
component of Office Requisites vote 655/2/02, and it may be
worthwhile for this cell to undertake salaries estimating as
well, However, it would seem that placement of the Estimating
and Co-ordination function in the Personnel Branch: would be an
attractive proposition in that it tends to centralise, on a
functional basis, the co-ordinating/ monitoring role within the
area of the Department. which has primary obligations as far as
supply of inputs is concerned.

It is recognised that the type of system proposed in
this report is costly in terms of staff resources both within
Central Office and in the Regions. The quantification of the
additional workload would not be straight forward as the majority
of the proposed activities have not been undertaken to date.
Furthermore, during the first two years at least, there will be
ongoing development work associated with refining the system as
set out in the procedure manuals (to be developed) and
manipulating and rearranging D of F computer information to
replace manual data gathering.

Similarly in Regions and C.0. Personnel areas there
will be an increased workload, but the lncrease will be hard to
quantify. In each Region/C.0. Personnel area the efforts required
will not be as extensive as in Central Office. It is expected
the increased workload will be met from within existing
resources.

It is possible to obtain a general impression of the
size of the central co-ordinating and monitoring task by
examining the requirements of the financial estimating system.
As mentioned earlier, in each estimating cycle there are six
estimates required. In line with: the recommendation contained
earlier in the report the detailed compilation of estimates will
be undertaken for draft and additionals estimates only, both of
which occur in the period March/April. With issuing
instructions, compiling data and preparing these estimates an
officer would be occupied over the estimate period, say from
February through to April. The remaining eatimates will be
compiled in a less detailed manner and would be expected to

- require less effort from the co~ordinating area.

The monltoring of the salaries system will be an
ongoing activity, and one which is arguably the most essential .
aspect. of an accurate salaries estimating system. The
fortnightly returns will require little manipulation,
particularly in the first half of the financial year. Data from r
the returns will need to be transposed onto cumulative type
reglsters. The examination of the detailed monthly ledgers will
not require a great deal of effort with perhaps transposition of
data into a more easily readable format being the most important
aspect in the first half of the Financial Year. Costing of
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Determinations and comparison of costs with Regional/C.0. returns
is an ongoing aspsct but. ons for which the work is rather
intermitent, governsd as it is by many economic, political and
other forces. 7 :

It cS61d be generally concluded that neithar the
estimating task or the monitoring tasks will involve a full years
work. However towards the end of the financial year, as the
draft. and additional estimates are being prepared, and the work
effort required to analyss expenditure amounts in each componsnt
is high, a full time officer will be required.

Considering the overlay of developmental aspects
associated with the first tvo years of operation of this central
co~ordinating unit, particularly the need to consider D of F
printout manipulations and programing changes, a strong case
exists for a full time position to be allocated to MSD for the
purpose of operating the salaries estimating system.

The complexities and responsibilities assoclated with
the range of tasks involved in the eatimating and monitoring
activities are diverse. A great doal of the work could be
categorised as clerical assistant work, whilst the actual
preparation of the estimates would saem to fall into the middla-
of-the range Third Division classification. The ongoing
devalog and as of the system, combined with the
responsibilities for preparing accurate salarias estimates are
viewed as tasks falling at the Class 8 level. Not one of these.
\‘:hr:eibroad work divisions would seem to justify a full time
position. '

i

Consequently it is difficult to set the level of the
position required to. meet these varied tasks. In the
circumstances it is r ded that establishment action involve
the allocation of a position to meet the higher level
developmental work and the responsibilities of estimates
preparation. Arrangemente for the lower level tasks to be
absorbed by existing staff within the Personne)l Branch. should be
made where possible.

11. Summary

The paper seeks the endorsement of the Stearing
Committee to the racommendations listed herein, which involve

1. Acceptance of the methodology for f»rnparation of
the estimates and the manner of monitoring salarias
expanditure,

2. Devalopment of a procedural manuai for issua to
Regions: and other areas which are to provide data
for estimates and for the monitoring system.

3. Placement of the co-ordination responsibility
within M8D.
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On the basis of acceptance of the dr dation
it is proposed that vepresentatives from MSD, Manpowsr Sranch,
Finance Branch and the Regions he selected to assist in the
critical exsmination and final development of the procedural
manual, This would ensure not only that the proccduzoz are
workable but alsc that a degree of is re prior to
final documentation.
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ATTACHMENT A

EXTRACT FROM
AUSTRALIAN TAXATION OFFICE
FINANCIAL ESTIMATES MANUAL

34

INTRODUCTION

This manual is designed to provide uniform procedurcs
for the preparation of estimates of expenditure under pDivision

All estimates of expenditure, should be prepared jn
accordance with:

(a) Section 6 of the Finance Directions,
(b) Finance Circulars issued from time to time,
(¢) Instructions issued by Head Office.

Generally speaking, estimates of expenditure should he
preparaed in accordance with the procedures contained within thiz
manual although gome flexibility is allowed to cater for
particular Branch Office circumstances.

The manual is not intended to be a "Bible” and its trus
value ig to be found if it is used as a guide. 1In &this sense it
is regarded as an extremely valuable document and any major
departure from the principles and procedures contained fin it
is certainly not sanctioned.

Bstimates in respect of Item 677-1-01, Salaries and
Allowances, must he compiled in accordance with the procedures
contained within the manual and 2all working papers must be
forwarded in support of each salary estimate.

In relation to each estimate prepared, a detailed
explanatory statement containing reascns for any major variaticn
should be prepared and forwvarded in support of th@ patticulat
estimate,

The task of providing soundly based estimates iz a
relatively dynamic project and there is no doubt that the
procedures and working papers contained in this manual will
requize modification on a regular basis. In this connection,
any suggestions for improvement or medificatien are welcomed and
may be referved to Head Office at any time.
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HOTES:

1. In this manual, the term "previous estimate® refers to ,,§‘ 5 |
either an original or an additional estimate. A =3 %
reviged estimate is not a "money” estimate and, as +§— g
such, may not be regarded as a "previous estimate".
2. Item 677-1-01: Salaries and Allowances
»
The procedures contained in’ this manual for the k-
compilation of a salary estimate are based on an Y 5
entirely new concept which, to a very large extent, is - .
dependent on data stored on the Department of Finance -1
I.M.8. Ledger System, é
9 -
Accordingly, it is absolutely essential that Personnel % -
Sections in each office make proper use of "APPN" codes. g
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Attachment 2.
BRANCH :

* Original/Revised/additionsl Estimate 19 /19

Item 677/1/0% : Salarjes and Allowances
Allowances Summary.

Type of Allowance Previous Estimate . 4f =
i owanee L AdditjOrg, Estimate Variation

s s s

Shost Tern. Higfler Duties (OIern called
Relieving Allowdnee.)

' Penglty/Shife Allowance.
Regulation 97
L. Gt (Qd and SA only)
Transtating{/Interpreting

' Otlier (Specify)

Total ) : \

*  Delete inapplicable term

N.B. Each estimate to. be rounded to the nearest $100.

CRIAAIGN-181
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Attachiment 3

BRANCH :
» Original/Revised/Additional _Estimate 19 19

Itern 677/1/01 _: _ Saigrics and Allowances

stem OFI00L 2 SAIANes SR oosless

Explanation of Vadations

Type. of Variation

+f -

‘N W C Decision

'N W ¢ Decision

Jltration Decision

Allowances ‘(Transfer Total Variation Shown: on Attachment 2)
Increments
Leave Bonus

' Payments in Lieu of .
A, Accrued Long Serviee Leave (Futlough)
B.. Accrued Recreation Leave and Leave Sonus

' Seasonal Employment

Inoperatives:

' Variation in Celling

¢ mtaining Tull Ceiting

' structural, Change

Other (Specify) MINOR Varatiohs

\ ’ Total
* Drlete. inapplicabie term

N.B. 1. All vatiations to be rounded. to the nearest $100
2. Total variztion to be roundsd: to the nearest 51,000

CRI2AAITIALAL . ’ . :
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Attachment 4

BRAMGH-: - .. wwis.”

* -Original/Revised/Additionial_Estiidte 19~ /19"
PR R
$tem 6777102+ Overti

) . " “Previous D e o
Division i} * Addit/Orig. Egtinate =
Esti - - Varjation,
s - stimate -
$ . S H
Third i \ '
"Fourth ) ,
Total
Explanation of major variations
Variation -
N
' 1 lid
Total'
{Designation)

Approved
* Delete. inapplicable term

N.B.  All estimated: costs at. level 3 to be rounded to the nearest $100
All estimated. costs at levels 1/2 to be rounded to the nearest $1,000

Attachment §
BRANCH

& Original/Revised/Additional Estimates 19 /19

Explanations: See Attachment No.

Item:
i Account " /-
Level Description Estimate Estimate Varfation
H $ S
r
3
[
12
* Delete- inapplicable term
N.B. All amounts at level 3 fo. be' rounded to: the ncarest S100
All amounts at levels 1/2 to: be rounded to the nearest; 51,000
CRIA)-1.81
- *
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GENERAL

SALARIES AND ALLOWANCES
I

S
The main components of this item are:
Basic salary (full-time staff)
Short-term higher duties allowance
Increments
Allowances
- Regulation 97
~ Penalty/shift
- District (Qld. and S.A. only)
~ Interpreting/Translating
Leave bonus
Seasonal employment
Payments in lieu of accrued
- long service leave (furlough)
- recreation leave

Inoperative staff

NB: 1. Short-term hiaher duties allowance is that whieh
applies to periods of less than one month. Ap officer
temporarily transferred £o a higher position for a
period in excess of one month should be regarded as
being permanently in receipt of-that higher level of
salary.

NB: 2. In the vear in which they are first paid, increments
are not to be regarded as part of basic salary. ~

RESPONSIBILITY

While prime responsibility for this estimate must teut

with the Personnel Manager, who should provide much of the hasic
data for its compilation, the Finance Manager/Officer-in-Cnarge,
Expenditure Section, should prepare the esimate having regard to
the procedures outlined below.

42

It is of course realised that in some offices the
entire preparation of the estimate is the responsibility of the
Personnel Manager.

In any event, it is expected that all Finance Managers,
as part of their responsibility for the financial management of
their particular office, become fully conversant with the foum,
content and compilation of salary estimates.

PROCEDURE:

In compiling the salary estimate the following
information will be required for each officer/employee who
received a salary payment on the immediate proceding pay day.

Designation

Current salary level (excluding short-term higher
duties allowance) ’

Increment date )

Details of inoperative staff and seasonal employeces

This information ig available from the Personnel
Section.

A, ORIGINAL ESTIMATE

Average Salary

As a starting point, the first task that needs to be
done is the calculation of an average salary for each
classification within the Third/Fourth Divisions.

The number of Second Division offices is relatively

small. and salary estimates in respect of those officers can be
accurately calculated on an individvual basis,

Each current “salary point" for each classification of
officer employed should be listed on Forms 1/01A (NB. a separata
get of forms for each salary Division).

The number of officers on each salary point should be
totalled and these figures inserted in the relevant location on
Forms 1/01A,

Once this data has becn collated, an average salary per
classification can be determined by simply dividing the total
cost applicable to each classification.by the respective number
of officers in receipt of a salary within each classification.

ITEY ¢ 1-0) FEB 82
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INCREMENTS

The suggested method, which is quite self explanatorv,'
is outlined in the "example” Form 1/01A., As with the "average
salary" calculations, the enpected cost of increments should he
listed Divisionally.

NB: Experience has shown that a percentage of 67% of the
calculated value of expected increments should be used
for estimate purpeses. In this connection, if a lowegq
or higher percentage is used, full documentation should
be provided.

THE CEILING FACTOR

"Ceiling" is now expressed in terms of a "man-mqnghs"
allocation and the assumption that must be made for the original
estimate is that the ceiling man-months allocation for vear 2
will be the same as the ceiling man-months allocation for year 1.

In addition, another assumption which must be made is
that, for year 2, averade employment will equal the full ceiling
for year 1.

The rationale behind this approach is that at the time
the original estimate is prepared (in year 1) the ceiling: for
year 2 will not be known. A&ccordingly, any adjustment to
ceiling should be taken into account at the time of the
revised/additional estimates.

Given a "notional’ ceiling for year 2, a decision must
be made as to_the composition of this ceiling in terms of
numbers per classigimtion. Ordinarily, this decision will be
made by senior officers within each office,

Once this decision has been made, appropriate details
should be entered on Form 1/01B and costed using the average
rate per classification (See Forms 1/01a).

HIGHER DUTIES ALLOWANCE

Higher duties allowande is payable for pg:io?s of
temporary transfer to positions of higher classification.

In the past, interpretations of what is and what is not
higher duties allowance hawe been quite varied. In this
connection, for salary estimate‘pu:?oses, higher duties ~ .
allowance should only relate to periods of temporaty transfer of
less_than one month (short-term reiieving situations), H;ghir
duties allowance which teiates to periods of temporary transier
in_eycess of one month is to be regarded as part of basiec salsey
and incorporated in "average salary" caleulations.-
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Some flexibility is allowed inm relation to this rule
because sTtuations will arise where periods of quantifiable
ghort~term temporary transfer exceed one month,”

The real cost of hicher duties 2llowand® {s the cost of
providing rellef which, if no consecuential reliBf is reguired
"down the line”; should be &3 culatec on the difference between
the lowest salary point of the higher position and the highest
salary point of the lower position. If "line relief" is also
required in a particular situation, the cost should be
calculated on the difference between the lowest salary point of
the highest position requiring relief and the highest salary
point of the basic level position,

There will of course be some historical trend record
available of short-term higher duties allowance paid., However,
in preparing this estimate, each manager should be asked to
indicate what relief will be required in his/her area during the
forthecoming financial year, This information should be provided
og Forms 1/01C and costed according to the guidelines set out
above,

Of course, the abovementioned procedures for the
calculation of Higher Duties Allowance reflect the “ideal"
situation. In this connaction, it is realised that in some
offices, for a variety of reasons, it may not be practical to
adopt these procedures,

Accordingly, if an office wishes to calculate the cost
of Higher Duties Alloance by some other method, no objection is
raised provided that full documentation of the basis of
calculation is supplied with each estimate.

LEAVE BONUS

This estimate should be based on the average cost for
each classification and the estimated number of officers
expected to be held against each classification during the
forthcoming financial year.

Leave bonus pavments for all officers up to and
including those at the Class 7 level should be costed using the
following formula, viz:

Clerk , Class 2/3

=B8R g Llass 2/3
No. Formula Av. Salary Leave Bonus
120 X (24 % _.175) X $12,489 - $20,111
{a) T3 S B

Where (a) and (b) are yariables, obtained by reference to Forms
1/01a =

ITEY : 1-01 FEB 82 45
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Leave bonus payments for all officers it the Class g
level or higher should be costed ising the maximum leave bonus
rate as advised by the Public Service Board.

The total cost of estimated leave bonus payments for
each classification should be shown (Divisionally) on Forms
1 v ST

The'taking of recreation leave in.eagh office varies
and this estimate should be prepared in the Llight of local leave
arrangements/conditions..

ALLOWANCES

Appropriate details relating to officers in receipt of,
or eligible for, an "allowance" should be supplied by the
Personnel Manager and used as a basis for preparing the-estimate
of allowances on Form 1. O01E. 1In. this connection, separate
schedules are required for each allowance, by Division.

Provision should only be made for officers who, it is

known will be in receipt of an allowance/s from 1 July and
costed at current rates of charge.

PAYMENTS IN LIEU OF ACCRUED LEAVE
= nomd UF ACCRUED LEAVE
= Long Service Leave

= Recreation lLeave
S=xksacion Leave

These estimates are based upon information supplied by
line managers and the Personnel.Managg: and are to be shown an
Form 1/01F.

These payments tepresent payments additional to salary
which will be made during the fortheoming financial year as a
consequence. of terminatton‘oﬁ‘employment.

SEASONALS

Seasonal employment is now expressed in terms of a
"man-davs® allocation and the assumption that‘must‘be~made‘§o:
the original estimakte igs that the seasonal‘man~d§ys allocatzgn
Lor year 2 will be the same as the seasonal man-days allocation
for year 1.

Using Form 1/01G, the requisite seasonal man-days

allocation should be costed out as current. salary rates,

NBy Most seasonal employment is at the Clerical Assistant,

_ Grade 1, level and the: appropriate salary rate for
scasonal staff of this classification is the second
level of a qualified adult erplovee,
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Provision should also be made for Pro~rata recreation
leave and leave bonus entitlement payments. Thig information
should also he shown on Form 1/01G.

INOPERATIVES

5z

Inoperative staff are those officers absent from duty -
on approved leave for a period in excess of tvelve weeks.
Inoperative Staff generally fall into the following categories;~

=~ sick leave

- maternity leave

= employees compensation

- long service leave {furlough)

= leave without ray.

Theoretically, an estimate can only be based on what ie
"known" at a particular point in time. The annual composition
of the level of inoperative staff is relatively "dvnamic” and,
little purpose is served in calculating an original estimate of
the cost of inopetabives‘based on the actual level of
inoperative staff at that particular point in time. To do so,
would result in the original estimate‘beingvg:eatly understated.

) Accordingly, the ors inal estimate for the cost of
inoperative staff for year 2 should be the same as the
additional estimate. of the cost Of inoperative staff for year

. That Is to say, no actual computation of this estimate 1is
required for the oriqinal/revised'estimates.

The estimated cost .of inoperative staff will, of

course, be reviewed in detail at the time of the additionai
estimates review,

SHORT-TERM‘POSITIONS
e s L TIONS

No specific estimate should be Provided for the cost of
activating short-term positions as any such cost will be covered
in the "fu1l ceiling" caleulation,.

SUMMARY OF_SALARY COMPONENTS
T e ORNIS

Bach of the estipates should be summarised on Form
1/018 and aggregated to derive. the full estimate, by Pivision,
for the forthcoming financial year. This information should
then be transferred to Attachment 1 in terms of estimated cost
and estimated average emplovment,

Details of astimated allowances shown on Form 1/018 ara
2lso to be shown on Attachment 2.
Screenment 2,
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Generally speaking, each total salary. estimate will
always reflect an increase dver the immediate preceding
estimate. The overall increase in estimated cost must be
reconciled by comparing the cost of each. component with the
amount provided for in the additional estimate of the previocus
year. A separate schedule detailing this reconciliation should

be prepared and any explanations as to variation should be shown
separately on Attachment 3,

EXPLANATIONS FOR VARIATION

Set out hereunder are the only éprana:ions which are
acceptable in justifying an increas@ In an original salaty
estimate over the immediate preceding additional estimate:

Type of Variation

- N.W.C. DECISIONS +
=  ARBITRATION DECISIONS +
=  ALLOWANCES + or -~
= INCREMENTS + or -
- LEAVE BONUS + or -
=  PAYMENTS IN LIEU OF ACCRUED
-« LONG SERVICE LEAVE + or -
- RECREATION' LEAVE + or -
- SEASONAL. EMPLOYMENT SMALL + :
- STRUCTURAL CHANGE SMALL + or ~
* -  MAINTAINING FULL CEILING GENERALLY +
=~ OTHER MINOR VARIATIONS. SMA%E)+ or =~

*MAINTAINING FULL CEILING

The original estimate for year 2 has been based on the
assumption that the ceiling man-months allocation for year 2
will be the same as the ceiling man-months allocation for year 1,

Rarely, if ever, does an office achieve ceiling in
terms of average annual employment. In most cases, average
annual employment f£falls short of the ceiling man months
allocation. In some cases, the contra applies.

The original estimate for year 2 has been based also on
the assumption that full year 1 ceiling, in terms of average
annual employment, will be achieved during year 2,

In viéw of tho two abovementioned assumptions, it
follows that if an office, in terms of -average annual
employment, fails to ' hjeve its ceiling/exceeds its ceiling,
more/less funds. will b, required for the subseguent year.

ITEM @ 1~0L FEB 82
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This additional/reduced funding requirement has already
been taken care of because of the f£irst assumption on which the
original estimate was based. However, for salaty variation
explanation purposes, the following always applies:

YEAR 1 YEar 2
AVERAGE EMPLOYMENT ORIGINAL ESTIMATE SALARY

RESULT/PREDICTION VARIATION EXPLANATION

under ceiling

+'ve adjustment
ovet ceiling

-'ve adjustment

g

Original estimates are prepared in March each year and it
will, of course, be necessary for senior management within
each office to predict the likely ceiling result, in terms
of average employment, for the cuirent year.

B, REVISED/ADDITIONAL ESTIMATES

Averaqge Salary

As a starting point, the first task that needs to be
done is the calculation of an average salary for each
classification within the Third/Fourth Divisions.

In this connection, the same format as that laid down
for the original estimdte is to be followed and current rates of

salary are to be used. The form to be used for this exercise is
Form 1/011.

The Ceiling Factor

At the time the revised/additional estimates are
prepared, the current year ceiling man-months allocation will be
known. 1In addition, actual average employment up to that point
in time will also be known.

It follows that a simple extrapolation exercise should
redict the level of average employment required for the
remainder of the financial year if full ceiling, in terms of
average employment, is to be attained.

Naturely, if the recrultment strategy of any office
aims at achieving an annual average employment Jevel which is
less than the approved ceiling for that office, an appropriate
adjustment will need to be made.

ITEM : 1-01 : FEB. 82 49



Given an average employment "target™ for the remainder
of the financial year, a decision must.be made as to the
composition of the émployment strategy in terms of numbers per
classification, Ordinarily, this decision will be made by
senior officers within each office.

Once this decision has been made, appropriate details
should be entered on Form 1/01I and costed using the current
average salary. rate per classification. The resultant costing
figures should then be transferred to Form 1/01J.

EXTRANEOUS PAYMENTS
(excluding increments, short term higher duties allowance and
iroperatives

Following the guidelines set out for the original
estimate, the remaining annual cost of:

- leave bonus payments
= allowances

Reg. 97

Penalty/shift

District (S.A. and Qild. only)
Interpreting/Translating

~  *geasonal employment
- payménts in lieu of acerued:

- long service leave {furlough)
= recreation leéave

should be calculated and added to the :espectigé progressive
expenditure figures. The resultant totals repfesent the updated
estimated annual cost of the abovementioned extraneous.

payments. Forms 1/01D - 1/01G are to be used for these

éstimatess

** Seagonal Employment

At the time of the Revised/Additional review, the
actual seasonal man-days allocation for the current year will be
known, :

‘Having regard to:

{a) expenditure to date at that particular time;

(b) planned seasonal usage for the remainder of the
financial year,

the remaining cost of seasonal employment can be easily
determined.

50
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N.B, See original estimate guidelines for details of the

"costing" basis to-be followed.

Other Extraneous Payments ;
" ER
Higher Duties Allowance :

Manual records maintained in the Personnel area should

show the value of short-term higher duties allowance paid to
date.

The remaining cost of short-term higher duties
allowance should be calculated in accordance with the guidelines
laid down for the original estimate and added to- the progressive
expenditure figure. -

The resultant total represents the updated estimated
annual cost of short-term higher duties allowance, Form 1/0.C
is to be used for this estimate.

Increments

In relation to this extraneous payment, an assumption.
that must be made is that the original estimate of the cost of
increments will remain unchanged.

The remaining cost of increments can be determined by
applying an extension of Ehe Rule of 78 to the number of pay
days remaining. A simple extrapolation exercise will determine
the value of increments paid to date. Form 1/01K is to be used
for this estimate. .

Inoperatives (Additional Estimates_Only)

With: reference to data supplied by the Personnel o
Manager, the remaining cost of inoperative staff should be
determined using the average salary rates calculated on Form
1/011,

This estimate should be added to the progressive
expenditure figurey the resultant total representing the updated
estimated annual cost of indperative staff: Form 1/01L should
be ugsed for this estimate.

SUMMARY OF SALARY COMPONENTS

The revised/additional estimate for each component has
been calculated on a “remaining cost" basis and -the figures so
derived should be addeET'E?'ﬁT%TETsﬁT to expenditure to date
figures. The resultant total will represent the updated current
year estimate for each component.
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Each of- the estimates should be summarised on Form
1/01H and transferred to Attachment 1 in terms of estimated cost
and estimated average employment,

Detai¥s'bf estimated allowances shown on Form 1/01H are
also to be shdwh'on Attachment 2,

N.B. When calculating the revised/additional estimate of the
cost of operative average employment, care should be
taken to ensure that expenditure to date figures for
the cost of short~-term higher duties allowance and ’
increments are deducted.

Generally speaking, each total salary estimate will
always reflect an increase over the immediate preceding .
estimate. The overall increase in estimated cost of the
revised/additicnal estimate must be reconciled by comparing the
cost of each component with the amount provided for in the
original éstimate for the current yéar., A separate schedule
detailing this reconciliation should be prepared and any
explanations as to variation should be shown separately on
Attachment 3.

Explanations for Variation
Set out hereunder are the only explanations which are

acceptable in-justifying an increase in a revised/additional
salary estimate over the immediate preceding original estimate.

Type of Variation

- N.W.C. Decisions +
- Arbitration Decisions . +
- Allowances + or -~
L. Increments Generally no change
- Leave  Bonus + or =~
- Payments in Lieu of accrued .
-~ Long Service Leave + or ~
- Recreation Leave + or =
- Seasonal Employment Small + or -
t- Structural Change Small + or =
- *Maintaining Full Ceiling Generally =~
- *Variation in Ceiling Eenerallyg +
- Other Minor Variations Small + or -

*Variation in Ceiling

At the time the original estimate for Year 2 was prepared,
the assumption made was that the ceiling man-months allocation
for Year 2 would be the same as. the ceiling man-months
allocation for Year l. .

By the time of the revised/additional estimates reviews, the
actual ceiling man-months allocation for Year 2 {g known.

52
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It follows that if an office, -in terms of average
employment, receives an increase/decrease in ceiling, more/less
funds will be required. ' Voo s -

This additional/reduced funding has already been taken
care'of in the compilation of the revised/additiongl estimate..
However, for salary variation explanation purposes, the
following always) -applies. L

. ' ¥Ear 2
CEILING ' REVISED/ADDITIONAL ESTIMATE
VARIATION
Increase » + ‘ve adjustment

Decrease , ' . - 'ye adjustment

*Maintaining Full .Ceiling

The revised/additional estimate has been bhased, to a
very large extent, on a planned recruitment strategy which may
aim at achieving a level of average employment which is
higher/lower than the approved ceiling man-months allocation.

The subsequent additional/reduced funding has already
beenn taken into account in the compilation of the
revised/additional estimate. However, for salary variation
explanation purposés, the following always applies.

YEAR 2
AVERAGE EMPLOYMENT N RE\(ISED/ADDI’EIONI\L ESTIMATE
- PREDICTION VARIATION
Under ceiling - ‘ve adjustment
Over. ceiling - + 've adjustment
N.B. The effects of employment changes are not to be

aggregated as there is a very clear distinction between

- ‘cei;lin‘g variation
< matntaining ceiling.

N.B.. Additional estimates are prepared during }
January-February each year and it will, of course, be
necessary . for senior -management within each office to

redict the likelv ceiling result, in terms of average
g‘nﬁf&ﬁent for the current year.

ITEM : 1-01 FEB 82
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. Form'1/01D
: BRANCH : N

' A e i

* Original/Revised/Additional Estimate 19 . JiL]

| Leave Bonus Poyments

i ' * Divigion > Second

N ) This

! 1N jot. Fourth

’ ¢ Donuses | infated
Classification Average Salaey L ’%"c'::‘“‘l ';N“"’,?:';{ k;:::"’" Eslér:::
s o s

i
§
h
|

: " Sub—Total

** ADD: Expendituro 1/ 7/ o [ |/
Estimate

*  Deleteinapplicable term

** To be used only for Revised/Additional Estimates
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Fosm 1/01E
ANCH - 4

* Original/Revised/Additional Estimate 19. /19

* Allowances Rez. 97 * Division : Second
Penoity/fshift Third
District Fourth
677/1/0¢ Interpreting
Forthightly petiods
. . 1
§am= of Officec Unit rate | No,-of perods Total
S ; S
Sub-Total
** ADD: Expenditure 1/ 7/ to ! !
Estimate

*  Deleteinapplicable. term

“* To be used only for Revised/Additional esthmate
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BRANCH :

A AN ———

*_Qrizingl/Revised/Additional Estimate 19 __/19. .

Paysnents in Lieu of Accrued Leave

¢ — Long Service Leave
~ Recreation Leave

Form 1/OIF

§117/1/01
. Retirement Acctued Anqual
Nime Date Leave Sakiry Total
' H s
|

Sub-Total

*+ ADD : Expenditure 1/ 7/ to -
Estimate

* Delete inapplicable term

** To be used only for Revisad/Additional Estimate
60

Forme 1/01G
BRAMCH :

*_Original/Revised/Additional Estimate 19 /19

Seasonals
677/1/01 -
. , Base No, of
Location Daily Salary Mandays Cost
s i $
1
I
A
o : Sb=Total
ADD: Prowata recreation leave (give details)
Leave loading bonus (give details)
** Expenditure 1/ 7/ to
Estimate

*  Dalete inapplicable ‘term,

** To be used only for Revised/Additional Estimate
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Form 1/0IK
BRANCH :

* Revised/Additional' Estimates 19 /19

AQCRVITL T SOk

Increments Pavable

(Pays to 26)
677/1/01
s
Amount provided 501' in the original estimate = § ... (Sec Form 1/O1H1)

+

The balance of increments payable for the remainder of the financial year can be determined by
applying an extension of the Rule of 78 to the number of paydays remaining,

viz, Remaining pays Factor (Z)
1 1/351
2 3/351
3 6/351
4 10/351
5 15/351
6 21/35%
7 28/351
8 36/351
9 45/351

10 55/351
11 66/351
12 78/351
13 91/35)
14 105/351
15 120/351
16 136/351
17 ¢ 153/351

18 1714351

Amount payable is Z multiplied by original estimate =

* Delete inapplicable term
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Form 1/0tL
BRANCH

Additional Estlmatz 19119
Ttem _677/1/01- !
Ingnerative Staff

# Division : Second

Third
Fourth
Name- of " Average' . Estimatad
Officer Classification Salary No. of Pays ‘Cost
$ N
'
]
i
Sub-Total
“% ADD': Expenditure 1/ 7/ to i /
* Delete inappheable term
' 67




ITEM 677-1-02
=2 2loamlz

OVERTIME.

RESPONSTBILITY
RESPONSTBILITY

It is the responsibility of sach fespective manager to
Prepare estimates of overtime and associated overtime meal
allowance for his/her functional area.

PROCEDURE

A, Originzl Estimate

When this estimate is being considered, each respective
manager should complete a separate overtime and meal allowance
schedule (Form 1/02C) for each month of the forthcoming
financial year, On the reverse side of this form, managers
should describe the nature of the work to be undertaken outsige
the normal hours of duty.,

In this connection, and because overtime is paid in
arrears, overtime estimates should relate (aEnroximatqul to the
period 11 June 19%1 to 10 June 19%2, However, it should be
realised that thig "cut-off" date is directly dependent. on the
timing of the Australian Public Service pay-days during the
month of June each Year,

After each manager has prepared the Forms 1/02¢C for
each month, he/she should then summarise them on to a
consolidated Form 1/020 and submit the complete set of forms for
appropriate endorsement,

The details contained on each appropriately endorsed
Form 1/02B should be summarised by the Finance
Manager Officcr-in-cbarge, Expenditure Section, on to Form 1/02a
for appropriate local approval,

Details of estimated overtime shown on Form 1/02% are
also to be shown on Attachment 4.
atrqehment 4,

B. _Revised/Additional Estimates

Both Of these estimates should be Prepared on the basis
of expenditure‘and‘gommitment to date with provision being made

GENERAL. COMMENT
2oruRAl, COMMENT
Managers should yetain copies of all forms which relate
to their particular asres for the purpose of nonitoring
performance against their estinate.
68

FEB 82

Althoughvgyertime meal allowance is am administrative
gxpense, and a component oF the 1ten "Travelling ang
Subsistence”, it is directly related to overtime worked. For
this reason, it has been more Convenient to logate the working
bapers for overtime meal allowance under this item.

However, when the estimate for thisg item is being
congolidated, overtime meal allowance details must be excluded,

ITEM : 1-02 FEB 82 69.



Form 1/02-A

BRANCH :

nal Estimate 19
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BRANCH :

Form .1j02-B

Section ¢

71

* Original/Revised/Additional Estimate 19 /19
Summary : %:;_::%Mcnl Allowance
Overgime Meal
Month 4th Division 3rd Division Total A.gg:;—
Hours. Cost S Hours | Cost § Hours Cost S Cost $
| soey )
. AUGUST
SEPTEMBER
"OBER !
' NOVEMDER
DECEMBER
' JANUARY'
 FEBRUARY
‘T MARCH'
APRIL
MAY
JUNE
Sub — Total
*¢ ADD : Expenditure + Commitment 11/6/ to / /
# Proposed Estimate
Previous Estimate.
Variation
+ R nded (Designation): ..ueerissmssssssssannes benstasnesos
¥ Supported- : (Designation)
* Delete inappll‘cablcwterm
% To be used only for Revised/Additionai Estimates ™
- SEE OVER




Explanation for Variation

72

Fori, 1/02~C1 ...~

BRANCH :

*Qriginal/Revised/Additional Estimate 19: [19
ftem 677/1/02 — Overtime

e p e = VVCTNMe

Section: Monthi:
HOURS COSTING
CLASSIFICATION =
Nights. Saturdays Sundays Total | Nights Saturdays Sundays “Total
$ H s $

Ace. Mach,, DPO and Typist. Gr, 1

Typist Ge, 2'

Acc. Mich, and DPO Gr. 2

Ay h. and Typlst G, 3

DPO Gr, 3, Sieno, See, Gr. 1, Ace, Mach,
& Typists Supvr, Gr. 1

Supvr. DPO Gr. 1

Acc. Mach,, DPO & Typiss
Supz. Gr. 2

Supvr. DO Gr.. 3

Clerleal Assistant Gr. 1

Clesical, Assistant Gr. 2.

Clerlesl Asststant Gr, 3

Cletical Assistant Gr. 4

T | Asslstant Gr, §

Cleticn Asdstant Gr. 6

Cletical Assistant Gt 7

Clerical’ Agsistant Gr. 8

Printing Assistant

Maintenanee Man

(TOTAL 47H DivIsioX [/ / %’% ////// iz(y// VA / Z //////,

¢ Delete inapplicable term,
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Form 1/02-C2 Actachzen: B

BRANCH :

SALARIES ESTIMATES
*QOriginal/Revised

Item 677/1/02 — Overtime

Praposed Information
Flow

sction: Month:
Section ‘ DEPARTMENT )
i HOURS COSTING ' [_——1 oF
CLASSIFICATION - g FINANCE
Nights Saturdays Sundays Total Nights Satuedays | Sundays Tass : b
$ ©e$ B 3
Clotke Class 1 DEPARTMENTAL CIRCULAR
FIWANCIAL ISSUED
Closk Class 2/3 ESTIMATES
Clerk Class 4
Clse 35 L 3
T \ — FINANCE BRANCH )——-'
Clest; Class 6
Clerk. Class 7
i 1 ) SALARIES INTERPRETATION "AND
Clssh, Class 8 ESTIMATES INSTRUCTIONS ISSUED
2 ? -
TOVAL 3RD DIVISION % // / / 2 /A’%
\ LN ) )
OTALS / W///// /4/’ i S MSD
S EE——— CO-ORD UNIT ——ee
| ———
o INFORMATION
MEAL ALLOWANCE INPUTS REQUESTED
I . FCRWARDED
[,\Ia:«lh)’xl.\'lphu ' l I l " x5 o Totxtcost=$ T0 MSH INSTRUCTIONS
- ISSUED
s, -, ' :
* Detete tnapplicable term. < L REGIGNAL DIRECTORS | |€ .

< | lco PERSONUNZL SECTIONS ‘ —

———«’ MANPOWER BRANCH l —_— ]

e | L RECRUITMENT' SECTION l :é‘—_‘—

. [T rIsance BRANCH )
D—— (LEDGER SYSTEM) . |
DATA GATHERING

' 75

74




Stgering Committee

MONITORING OF SALARIES EXPENDITURE

Background

FAS(RE) suggested that the Working Group on Salaries
Estimating ‘reconvéne as a matter of urgency

-~ "and top priority given to the development of a workable
system for extracting relevant data from the Finance
Salaries system
: for use in estimating and monitoring D of A salaries”

- further suggested that the Working Group report to a
Steering Committee

: comprising FAS(MS) and FAS(RE).
This paper is intended as a preliminary discussion paper on
the monitoring aspects for the Steering Committee and
contains

~ details and observations of the current manual system and
the proposed ADP system

: viability and resource requirements, etc

- recommendations that need to be ratified if the project
to implement the ADP system is to be successful.

The Review Team consists of Mr P-Arthur (ADPR), Mr G McLintock
{(Finahce Branch), Ms C Bates (MSD) and Mr Yan Carmody
(Manpower),

The Manual Monitoring System

A revised-fortnightly reporting form has been forwarded to
Regions and is to be returned for each pay period commencing
from 8 October

- sample copy attached (Attachment la).

The regional workload in completing the form has been reduced
somevhat from that originally proposed and it is estimated
that each Region (and the two Central Offices) will devote one
hour per fortnight to providing that portion of the data
which is also available from the ADP system discussed below

- there will be other infor@ation required from the

Regions/CO which will consume more time, but this data will
‘not be available from the ADP system discussed below.

76

The time estimate of 1 hour per fortnight is somewhat
understated in that the initial setting up of recording
systems in each Region and the recording of transactions
(where necessary) "into the registers will require more time.
An approximate time base for the input would be:-

7x 1 x 26 = 182 hrs/annum -~ form completion

7 % 6.5 = 45 hrs ~ initial set up of system

7x1x 26 =182 hrs/annum ~ additional workload on
personnel areas during work
transactions

Total = 409 m/hrs of 1400 m/hrs in the first year.

This work. would fall most commonly at the Clerk Class 2/3
level. ($16050 ~ top of the range)

Using 185% of a Clerk Class 2/3 salary (the 85% is the
standard overhead loading used in this report) the approximate
first year costs of the manual system would be

$16050 x 409 x 1.85 = §9,000
1 1400

The manual monitoring system has a number of draw backs vis a
vis an efficient ADP system including timeliness detail' and
accuracy of data, Also the Central Office Co-ordinator would
not be required to chase up tardy Regional reports if an ADP
system was in use. These disadvantages are difficult to cost
but do indeed add to the cost of the manual system.

The ADP System

ADP Branch currently receives salaries data on magnetic tape
for costing purposes

= the review team proposes extraction of information
: each pay period
:+ from accumulated (year-to~date) data
~ steps have been take to store the data in its raw form

: as from pay period 2 (1982/83),
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In view of the proposed implementation of a new operating
system on the Departmental computer and gonseduent
availability of state-of-the-art information retrieval
software

- ADP proposes a minimal effort at this stage to produce the
necessary reports

: by reducing attention to aesthetics

- initial design o cater for user operation of such
software.

Evaluation of the users information requirements as supplied
in a minute from Ms Bates indicates (copy at Attachment 1b)

~ design/development effort at C50 3 to be 2 m/months

~ development/implementation effort at CSO 1 to be 2
m/months

- total cost of development approx $25,000 (inc. 85%
loading)

- total elapsed time to full implementation approx. 4
months.

User area has indicated lack of rescurces to operate the
proposed computer system

- cost of ADP production services p.a, would be in the order
cf $3500 (lm/m @ Cl C1 4).

Finance Branch representative (Mr McLintock) pointed out that,
through his experience with the salaries tapes, certain
technical difficulties existed tl:at would reguire additional
effort

- inaccuracies in the designation codes used would result in
unreliable breakdown of the salaries bill by designation

: personnel areas in CO's and Regions would be required
to correct

:+ not possible to estimate resource requirement at this
time

- varjous other problems in jidentifying particular items of
expenditure

: not seen as insurmountable

+ the requirement to consider these particular items, in
fact, not resolved as yet

= between Finance Branch and MSD

78

. Mr McLintock has produced various reports from the salaries
tapes for various purposes.

- demonstrates feasibility of the ADP approach

- Finance Branch cannot guarantee regular provision of
these or other reports in the long term

¢ Mr McLintock is sole person in the area vwith expertise

= can provide valuable input to the ADP Branch
development project as indicated in preceding point.

- Future effort in development/implementation/training regarding
the information retrieval system is estimated at 1 man month
at €SO 2 ($4500)

= cost to purchase the software would be distributed over
a. number of Departmental users

¢+ not possible to apportion at this time.

Summary

. Total cost of ADP resources foreseen at this time $29,500 +
$3,500 p.a.

- plus additional cost of Personnel staff in Regions and CO's
to correct data,

. Elapsed time for initial development 4 months
-~ some reports could be available within 6 weeks

- 1large’ component associated with documentation.

Recommendation

1) The manual system be retained as useful to MSD in. the short
term

~ refined as necessary in the long term.

2) An ADP system for monitoring D of R salaries through D of F

data is feasible, useful and, indeed, necessary
- will provide more accurate data for the estimating function

~ ADP Branch should be formally approached to allocate
resources

- & Steering Committee comprising senior ADP and subject
matter area officers be established to oversight the project

y8ee suggested role definition at Attachment 2.
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3) The Working Group continue to. define -the toqultqlont- of the
lyltcn (runcttonal Specification Rgport) in detafl

one menbe: to be appointed Projeck Minager (see role at
Attachuent 3y

--all members :oles to be detined and ag:eed by Branch
\Hcldl.

4). Givcn acceptance and action on- the above, the Wo:king Group
procead to establish a vork,plln ideneitying apptoptinte
teporting ltages

inftial report to the Steering COmnictec for lpproval of

" the work plan

next. report to Steering Committee on completion of thg

. runctional Specitication Report.
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