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DUTIES OF THE COMMITTEE

Section 8.(1) of the Public Accounts Committee Act 1951 reads as

follows:

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

(a) to examine the accounts of the receipts and
expenditure of the Commonwealth including the
financial 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 connected 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
House of the Parliament, and to report to that
House upon that guestion,

and include such other duties as are assigned to the

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

The Public Service Act 1922 sub-section 25(6) requires
the secretary of a department to prepare and furnish to the
Minister administering the department an annual report on the
department for the year ended 30 June.

Sub-section 25(7) provides that reports prepared under
sub-section 25(6) shall be in accordance with guidelines f£rom
time to time presented to the Parliament by the Prime Minister
after approval by the Joint Committee of Public Accounts,

On 1 September 1986 the Prime Minister forwarded to me a
new set of guidelines for the preparation of departmental annual
reports, to replace the 1982 guidelines, for consideration by the
Committee.

The Committee has. recommended the inclusion of several
clauses which it believes would enhance departmental
accountability and the disclosure of information. It has also
recommended some minor changes to the guidelines for the sake of
clarity and logical layout.

For and on behalf of the Committee.

\ V__/—:

Senator™gJGeorges
Chairman

M J Tadbery
Secretary
Joint Committee of Public Accounts
Parliament House

CANBERRA

24 November 1986
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OVERVIEW

1.1 The Committee's consideration of the Guidelines for the
Preparation of Departmental Annual Reports arose because of an
amendment to the Public Seryice Act 1922 by the

1.2 Section 25 (7) of the Public Service Act 1922 now
requires that departmental annual reports be prepared in
accordance with guidelines presented to Parliament by the Prime
Minister after approval by the Joint Committee of Public
Accounts. The guidelines were referred to the Chairman by the
Prime Minister for the Committee's consideration (Appendix A).

1.3 The guidelines are to replace those tabled in the
Senate on 11 November 1982 and reflect the Government's Public
Service reform measures. The 1982 guidelines (Appendix B)
included some additions and alterations in line with proposals of
the Joint Committee on Publications in its report "Annual Reports
of Commonwealth Departments and Statutory Authorities" which was
tabled on 13 September 1979.

1.4 The latest guidelines (Appendix A) were drawn up by the
Department of the Prime Minister and Cabinet in consultation with
the Department of Finance and the Public Service Board. The
Department of the Prime Minister and Cabinet sought comments on
the guidelines at draft stage from all Commonwealth departments
and from the Royal Australian Institute of Public Administration.

1.5 Further comments on the guidelines were sought from
other committees, bodies and departments listed at Appendix C by
the Public Accounts Committee,

1.6 The Committee recommends the inclusion of several
clauses which it believes will enhance the accountability of
departments and place emphasis on the performance aspects of
departmental activities. The Committee also recommends minor
changes to the guidelines to provide a more logical layout and,
for ease of reference, the guidelines have been numbered.

1.7 For the guidance of readers, the guidelines which
follow have been interspersed with the Committee's comments and
recommendations which are identified by indenting and bolding.



GUIDELINES FOR THE PREPARATION OF DEPARTMENTAL ANNUAL
REPORTS INCLUDING COMMITTEE COMMENT AND RECOMMENDATIONS

GENERAL PRINCIPLES

1.

Reports should be accounts of departmental operations during
the year under review., Special attention should be given to
changes that occurred during the year, and departments may
wish to foreshadow expected developments in some areas.

The orientation of reports should be towards the
administrative and managerial aspects of departmental
activities.

Committee Comment and Recommendation 1

The Committee believes it is not sufficient for
reporss to be oriented merely to the
administrative and managerial aspect of
departmental activities. Reports are not simply
an accounting to the. Parliament of the
departments! administration and management but
also a source of information to the public. The
public, as well as the Parliament, is entitled to
an account of how well a department has
performed, The performance aspect of a
department's activities is at least as important
as the administrative and managerial aspects of
its activities and the Committee recommends that
paragraph 2 refer to tthe performance,.
administrative and mangerial aspects of
departmental activities.!

Reports should be concise yet present all information
(including background information) necessary for an
understanding of the matters covered.

There should be a balance between the need to avoid undue
repetition of material available to the public elsewhere and
the need to provide a comprehensive overview of operations.

There should be consistency with information provided by
departments in other forms (eg in Budget Papers). Any
apparent inconsistencies should be explained.

Committee Comment and Recommendation 2

The Committee agrees that information provided by
departments in reports should be consistent with
information in other forms but believes it is
sufficient if any 'materialt inconsistencies
rather than any ‘'apparent! inconsistencies are
explained,.



6. Care should be taken in presenting any comments with a
bearing on the operations of other departments or of
authorities.

T. The structure and layout of reports should be designed to
ensure clarity and public acceptability. AGPS guidelines on
standards of production should be observed.

Committee Comment and Recommendation 3

The Committee agrees with the Joint Committee on
Publications that annual reports should not be
regarded as public relations exercises and where
a publicly funded body is not competing in a
commercial field it is inappropriate for public
funds toe be used for the production of prestige
and expensive reports,

The Committee believes that it should be
mandatory for departments to comply with AGPS
guidelines on standards of production and
recommends that those guidelines ‘'must! be
observed rather than !should' be observed,
Committee Comment and Recommendation Y4

In order to decrease the production time of
annual reports the Committee also recommends that
greater use be made of camera-ready production.

8. The detailed content and structure of reports are the
responsibility of secretaries of departments, who should
consult their Ministers as appropriate.

9. Reports should be prepared on a financial year basis and be
available for the estimates debates in the Budget Sittings.
When reports are not available in time, departments are
required to provide an interim statement in A4 duplicated
form for the information of the Parliament. In any case
reports should be available within 6 months of the end of
the reporting period.

CONTENTS

1.

Each report should contain (but not necessarily be limited
to):

 Committee Comment and Recommendation 5

The Committee agrees with the recommendation of
the Joint Committee of Publications that the
guidelines should require a reference to the
legislative requirement for the tabling of annual
reports, that is, the Public Service Act 1922
sub-section 25(6).



The Committee also agrees that the guidelines
should require a statement of the reports made
under other Acts which are included in an annual
report. Such a statement would facilitate the
task of checking that the reporting requirements
of various Acts are met.

The Committee recommends that the foliowing
paragraph (a) be inserted:

(a) a clear statement of the legislation
requiring the tabling of a report, that is,
sub-section 25(6) of the
1922, and a statement (in either the letter
of transmittal or in the contents pages) of
reports made pursuant to other Acts, which
are included in the annual report.

(b} a «clear statement of the department's goals and
objectives, highlighting any changes during the year under
review;

(c) a description of the department’s structure, with an
organisation chart, showing senior officers, regional
offices and associated bodies, again highlighting changes
during the year;

(d) an account of the department's significant activities
during the year, showing any programs and legislation it
administers and indicating performance against targets,
results achieved etej

(e) an account of the management of the department during
the vyear, including the operation of any wmajor trust
funds/trust accounts and other trading and /or cost recovery
activities, and, as appropriate, financial and staffing
information of the kinds listed in the attachment to these
guidelines;

(f) information relating to the Freedom of Information Act
(covered by separate guidelines issued by the
Attorney-General's Department);

Committee Comment and Recommendation 6

In view of the recent amendment to the Freedom of

. section 8 which now requires
information about a departmentts functions and
documents to be published in an annual report
rather than a separate statement, the Committee
recommends that a reference to the requirements
of section 8 be inserted in the guidelines.



Committee Comment and Recommendation 7

The Committee believes that information should be
provided about significant judicial decisions
affecting a department or the users of the
department's services, and any changes in the
department's procedures as a result of such
decisions.

The Committee recommends that the following
paragraph (g) be iunserted:

(g) information on any significant judicial
decisions affecting the department or the
users of the services provided by the
department, and any consequent changes in
departmental procedures;

Committee Comment and Recommendation 8

To be effective, any department should regularly
review what it is trying to achieve and the way
in whieh it  operates. Parliament should be
informed of major departmental reviews and the
outcome of such reviews.

The Committee recommends that the following
paragraph (h) be inserted:

(h) information concerning any major reviews of
the objectives or structure of the department
during the year, the outcome of the reviews
and changes or proposed changes vresulting
from each review;

Committee Comment and Recommendation §

The Committee believes that departments should,
where appropriate, be responsive to consumer
complaints and that Parliament should be advised
of any changes to departmental practices or
services resulting from consumer complaints or
suggestions.

The Committee recommends that the following
paragraph (i) be inserted:

(i) where appropriate, information on the extent
and main features of consumer complaints,
indicating any services improved or changed
as result of. complaints or consumer
suggestions made;



(3) reference to other souwces of information concerning the
department, including publications, policy information and
policy discussion papers, submissions to advisory bodies or
inquiries, major Ministerial Statements printed in Hansard
and major Ministerial or departmental news releases, with
bibliographical details and addresses and phone numbers of
information officers; and

(k) reference to the activities of small statutory bodies
which are responsible to the Minister and do not produce
reports of their own, and information (in line with the
response by the Government to the Senate Standing Committee
on Finance and Government Operations!' Interim Report) on
non-statutory bodies in the Ministerts portfolio.

Reports of departments providing laboratory services should
include information on factilites such as that contained in
Volume 3 of the Report of the Committee of Inquiry inte
Commonwealth Laboratories (the Ross Report).

Reports of all departments should reflect the general thrust
of the Govermnment!s package of administrative reforms and
should show the impact of those reforms on departmental
operations, The attachment to these guidelines is designed
to indicate the bearing of the reform package on management
issues likely to need coverage in annual reporsts.

ATTACHMENT

A,

MANAGEMENT ISSUES

Where appropriate departments should include in their annual
reports reference to:

(a) their approaches to financial and staff resource
management;

(b) recent and planned developments, and initiatives
instituted, in financial and staff resource management,
and progress in implementing the aims and requirements
of the Financial Management Improvement Program, Staff
Budgeting and Program Budgeting; here should be
included such aspects as:

(1) corporate planning structures and resource
management strategies; .

(ii) the impact of consolidation of appropriations
and cash limpits;

(iii) developments in management information systems;



(c)

(d)

(e)

(f)

(g)

{h)

(iv) the extent of delegations granted and functions
devolved to managers and others;

(v) management of staff resources (ie comparative
data on recruitment, retention rates, exit rates
and mode of separation - eg resignation,

invalidity, retirement);

(vi) the relationship between organisational
structure and program structure (with specific
reference to the allocation of responsibilities
between program and functional managers);

(vii) cash management reviews; and

(viii) developments in financial/staff resource
management training;

performance measures used, or being developed, in
evaluating financial and staff resource management in
the department;

performance-monitoring activities undertaken by
internal units and external agencies;

progress made during the financial year in achieving
economies;

work undertaken on behalf of the department by other
agencies, and vice versa;

action taken in respect of comments/criticisms in
reports of the Auditor-General or Parliamentary
Committees; and

procedures for the collection of revenues and the
incurring of forward obligations; the extent and timing
of uncollected revenues and outstanding obligations
should also be disclosed.

Committee Comment and Recommendation 10

In its report on Forward Obligation of Government
Expenditures, Report 256, p. 22, the Committee
commented that it saw merit in requiring
departments to report in their annual reports
breaches of approved obligation 1limits. The
Committee recommends that a paragraph be inserted
requiring details to be provided of breaches of
forward obligation limits and any other breaches
of the Audit Act 1901 and the Finance Regulations
and Directions. Such a requirement should provide
added incentive for a department to improve its
performance.



The Committee recommends that the following
paragraph A.1. (i) be inserted:

(i) details of Dbreaches of approved forward
obligation limits and any other breaches of
the Audit Act 1901 or the Finance Regulations
or Directions,

As departments implement the more program-oriented approach
to resource management and budgeting which the Government
has decided to adopt, their reports should provide:

(a) clear statements of program objectives;

(b) analyses of program performance and progress towards
the achievement of objectives; and

(e} an accounting for the resources used by departments
against individual programs.

Committee Comment and Recommendation 11
The Committee agrees with the Department of

Finance that events may have overtaken the
opening phrase to paragraph 2 since the

government's program-oriented approach to
resource management and budgeting is virtually in
place.

The Committee recommends that the opening phrase
be deleted and paragraphs 2(a), (b) and (c) be
moved to the end of paragraph A.1. (b), as (ix),
(x) and (xi), which covers resource management
and program budgeting.

Committee Comment and Recommendation 12

The Committee believes that Parliament is
entitled to know of the reasons for any
significant delays to, or amendment, deferment or
cancellation of, a department!s programs and
recommends the inclusion of a paragraph requiring
this information to be provided.

The Committee recommends that the following
paragraph A,1.(b) (xii) be inserted:

(xii) reasons for any significant delays to,
or amendment, deferment or cancellation
of, programs,



B.

FINANCIAL STATEMENTS

Elaborating on and referring to the data contained in the
Financial Statments prepared by the Minister for Finance
pursuant to section 50 of the i c , departments
should provide tables, graphs, charts (as appropriate)
showing:

(a) details of expenditure (not only from the Consolidated
Revenue. Fund and from the Loan Fund but also
categorised according to programs), supported by
explanatory notes;

(b) details of revenue received into the Consolidated
Revenue Fund and the Loan Fund by source, type and
program, supported by explanatory notes; and

(c) details of the transactions of the separate heads of
the trust fund or trust accounts administered by the
department (in addition, the annual report should
contain an analysis of, and an assessment of the
operations of, each fund or account; the analysis and
assessment should be related not only to the inputs
involved - fipancial and staffing - but should also
cover the impact on the outputs and outcomes of the
programs to which they relate).

Tables, graphs, charts, ete. should be accompanied by an
explanation of significant changes from one year to the next
and must be consistent with other published financial data
(any differences should be explained). Data should include
current year actuals and budget estimates and actuals for at
least the previous year.

Committee Comment and Recommendation 13

The Committee believes that in view of the recent
government administrative reforms aimed at
providing departments with more responsibility
and flexibility in managing resources, a
departmental secretary should provide and certify
a. financial statement which will reflect his/her
financial management responsibility.

The Committee agrees with the view of the
Department of Finance that financial statements
provided. in annual reports should do more than
merely elaborate on data already provided in the
financial statements prepared by the Minister for
Finance under section 50 of the Audit Act 1901.

The Committee notes that the Department of
Finance proposes that section 50 be amended to
enable departmental financial information to be
more efficiently and effectively presented and
thgg the amendments come into operation on 1 July
1988.



In

line with the devolution of greater management

responsibility to departments, the Committee
agrees with the Departmentt's proposal that -

the Minister for Finance!s responsibility for
furnishing section 50 statements be reduced to
include only aggregate information from each
department; and

responsibility for reporting detailed financial
information be transferred to each departmental
secretary who should provide audited certified
financial statements in a form determined by
the Minister for Finance, as part of the
department!s annual report,

The Committee recommends that paragraphs B.1 and

B.
in

1.

2 be omitted and the following paragraphs be
serted:

An annual report should include an audited
statement prepared by the department and
certified by the departmental secretary. The
certification should state that all
departmental expenditure for the financial
year has been made with due consideration to
economy and in accordance with the

1901 and the  Finance Regulations and
Directions.

Financial statements should be in accordance
with the form determined by the Minister for
Finance pursuant to section 50 of the Audit
Act 1901. Where section 50 does not provide
for such a determination or no such form has
been determined, the financial statements
should include, as a minimum, the following
information:

(a) details of receipts and payments of
annual appropriations on a program basis
and explanations of variance from budget
figures;

(b) details of free services provided by
other agencies with an estimate of the
amount;

(¢) details of individual Trust Account
operations under sections 60 and 624 of
the Audit Act 1901;

(d) a schedule of cash and investment
balancesy

(e) a statement of amounts of debtors and
creditors by program;



c.

(f) a schedule of amounts of prepayments;

(g) a schedule of capital commitments and
outstanding loan balances; and

(h) a schedule of major capital assets
operated {by class); their value and the
date and method of valuation.

3. Finaneial statements should be accompanied by an
explanation of significant changes from one year to the
next. and wmust be consistent with other published
financial data (any material differences. should be
explained). Data should include current year actuals
and budget estimates and actuals for at 1least the
previous year%5

Where a department undertakes operations of a commercial or
quasi-commercial nature in respect of which the Minister for
Finance has determined, pursuant to section 41D of the Audig
Act 1901, the form in which it shall prepare financial
statements for those operations, the departmental annual
report should:

(a) 1incorporate financial statements in the form
determined;

(b) provide information as to the operational performance
of the wundertaking (eg the operating surplus as a
proportion of working capital provided, trends in
turnover, ete.) including, where practicable,
non-financial performance measures.

Committee Comment and Recommendation 14

The Committee recommends the insertion of a
sentence providing that the financial statements
referred to in paragraph B.4 must comply with the
Guidelines for the Form and Standard of Financial
Statements of Commonwealth Undertakings, issued
by the Department of Finance.

STAFFING INFORMATION

Departmental annual reports should provide an overview of
the staffing levels and characteristics of the department,
with statisties in a sufficiently standardised form to
permit comparisons with Service-wide statistical information
published by the Public Service Board. Figures included in
reports should be consistent with figures provided in
returns of staff reported to the Public Service Board.

1



The kinds of staffing information in reports should inelude
information on the classifications and locations of staff,
with indications of how many staff are employed
full-time/part«time and how many are employed under the

/other Acts. The numbers of men and
women in the department and in various categories of staff
should be shown. In relation to Senior Executive Service
Staff, there should be information regarding level, sex,
gains/losses and participation in staff development
activities.

Committee Comment and Recommendation 15

The Committee agrees with the comment by the
Standing Committee on Finance and Government
Operations that statistics on casual staff should
be included in annual reports and recommends that
paragraph C,2 be amended accordingly.

Committee Comment and Recommendation 16

The Committee recommends that a paragraph on
external consultants be inserted. In view of the
increasing use of external consultants the
Committee believes there should be some form of
monitoring the usefulness and cost of services
provided by such consultants, Publication of
brief details of consultants would also enable
departments to check with other departments on
the range and quality of services provided.

The Committee recommends that the following
paragraph C.3 be inserted:

3. Details of the extent to which external
consultants are used by the department,
including ({(where practicable) the names of
the consultants, the projects involved, the
cost to the department and the justification
for their use,

Accounts should be given of activities in the field of
occupational health and safety, and (as required under
5.22C of the Public Service Act 1922) of the
implementation and operation of the department’s
industrial democracy plan. Similarly, the department®s
equal employment opportunity plan might be summarised,
and performance assessed against it.

Other kinds of staffing information, reflecting the
nature of particular departments and their work,
should also be included in annual reports as
appropriate.

12



APPENRDIX A

LETTER DATED 1 SEPTEMBER 1986 FROM
THE PRIME MINISTER
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PRIME MINISTER

CANBERRA

1 SEP 1385

Senator George Georges

Chairman

Joint Committee of Public Accounts
Parliament House

CANBERRA

Dear Sen

Amendments to the Public Service Act last year require
departments to produce annual reports each financial
year in accordance with guidelines from time to time
presented to the Parliament after approval by the Joint
Committee of Public Accounts.

A new set of guidelines, replacing those tabled in 1982
and reflecting the Government's Public Service reform
measures, has been drawn up by my Department in
consultation with the Department of Finance and the
Public Service Board. A copy is attached and I should
be grateful if you would arrange for it to be considered
by the Public Accounts Committee.

The view was expressed in the Senate towards the close
of the Autumn Sittings earlier this year that the
guidelines should be considered by the Joint Committee
of Publications. The Government feels that the Public
Accounts Committee is the appropriate forum, but if you
find that the Publications Committee is interested you
may choose to invite it to comment.

It is hoped to have new guidelines tabled during the
Budget Sittings, in time for their use by departments in
the preparation of their 1986-87 annual reports.

Yours sincerely

R.J.L. Hawke

14



GUIDELINES FOR THE PREPARATION OF DEPARTMENTAL ANNUAL REPORTS
General Principles

Reports. should be accounts of departmental operations during the
year under review. Special attention. should be given to changes
that occurred during the year, and departments may wish to
foreshadow expected developments in some areas.

The orientation of reports should be towards the administrative
and managerial aspects of departmental activities.

Reports should be concise yet present all information (including
background information) necessary for an understanding of the
matters covered.

There should be a balance between the need to avoid undue
repetition of material available to the public elsewhere and the
need to provide a comprehensive overview of operations.

There should be consistency with information provided by
departments in other forms (e.g. in Budget Papers). Any apparent
inconsistencies should be explained.

Care should be taken in presenting any comments with a bearing on
the operations of other departments or of authorities.

The structure and layout of reports should be designed to ensure
clarity and public acceptability. AGPS guidelines on. standards of
production should be observed.

The detailed content and structure of reports are the
responsibility of Secretaries of departments, who should consult
their Ministers as appropriate.

Reports should be prepared on a financial year basis and be
available for the estimates debates in the Budget Sittings. When
reports are not available in time, departments are required to
provide an interim statement in A4 duplicated form for the
information of the Parliament. In any case reports should be
available within 6 months of the end of the reporting period.

Contents

Each report should contain {but not necessarily be limited to):

. a clear statement of the department’s goals and objectives,
highlighting any changes during the year under review;

. a description of the department's structure, with an
organisation chart, showing senior officers, regional offices
and associated bodies, again highlighting changes during the
year:

15



. an account of the department's significant activities during
the year, showing any programs and legislation it
administers and indicating performance against targets,
results achieved etc;

. an account of the management of the department during the
year, including the operation of any major trust funds/trust
accounts and other trading and/or cost recovery activities,
and, as appropriate, financial and staffing information of
the kinds listed in the attachment to these guidelines;

B information relating to the Freedom of Information Act
(covered by separate guidelines issued by the Attorney-
General's Department});

. reference to other sources of information concerning the
department, including publications, policy information and
policy discussion papers, submissions to advisory bodies or
inquiries, major Ministerial Statements printed in Hansard
and major Ministerial or departmental news releases, with
bibliographical details and addresses and phone numbers of
information officers; and

. reference to the activities of smaller statutory bodies which
are responsible to the Minister and do not produce reports of
their own, and information (in line with the response by the
Government to the Senate Standing Committee on Finance and
Government Operations' Interim Report) on non-statutory
bodies in the Minister's portfolio.

Reports of departments providing laboratory services should
include information on facilities such as that contained in
Volume 3 of the Report of the Committee of Inquiry into
Commonwealth Laboratories (the Ross Report).

Reports of all departments should reflect the general thrust of
the Government's package of administrative reforms and should show
the impact of those reforms on departmental operations. The
attachment to these guidelines is designed to indicate the bearing
of the reform package on management issues likely to need coverage
in annual reports.

16



ATPACHMENT

Management Issues

Where appropriate departments should include in their annual
reports reference to:

their approaches to financial and staff resource management;

recent and planned developments, and initiatives instituted,
in financial and staff resource management, and progress in
implementing the aims and reguirements of the Financial
Management Improvement Program, Staff Budgeting and Program
Budgeting; here should be included such aspects as:

- corporate planning structures and resource management
strategies;

- the impact of consolidation of appropriations and cash
limits;

- developments in management information systems;

- the extent of delegations granted and functions devolved
to managers and others:

- management of staff resources (i.e. comparative data on
recruitment, retention rates, exit rates and mode of
separation - e.g. resignation, invalidity, retirement);

- the relationship between organisational structure and
program structure (with specific reference to the
allocation of responsibilities between program and
functional managers);

- cash management reviews; and

- developments in financial/staff resource management
training;

per formance measures used, or being developed, in evaluating
financial and staff resource management in the department;

per formance-monitoring activities undertaken by internal
units and external agencies:

progress made during the financial year in achieving
economies;

work undertaken on behalf of the department by other
agencies, and vice versa;

action taken in respect of comments/criticisms in reports of
the Auditor-General or Parliamentary Committees; and

17



. procedures for the collection of revenues and the incurring
of forward obligations; the extent and timing of uncollected
revenues and outstanding obligations should also be
disclosed.

As departments implement the more program-oriented approach to
resource management and budgeting which the Government has decided
to adopt, their reports should provide:

. clear statements of program objectives;

. analyses of program performance and progress towards the
achievement of objectives; and

. an accounting for the resources used by departments against
individual programs.

Financial Statements

Elaborating on and referring to the data contained in the
Financial Statements prepared by the Minister for Finance pursuant
to section 50 of the Audit Act 1901, departments should provide
tables, graphs, charts (as appropriate) showing:

. details of expenditure (not only from the Consolidated
Revenue Fund and from the Loan Fund but also categorised
according to programs), supported by explanatory notes;

. details of revenue received into the Consolidated Revenue
Fund and the Loan Fund by source, type and program, supported
by explanatory notes; and

. details of the transactions of the separate heads of the
trust fund or trust accounts administered by the department
(in addition, the annual report should contain an analysis
of, and an assessment of the operations of, each fund or
account; the analysis and assessment should be related not
only to the inputs involved - financial and staffing - but
should also cover the impact on the outputs and outcomes of
the programs to which they relate).

Tables, graphs, charts, etc. should be accompanied by an
explanation of significant changes from one year to the next and
must be consistent with other published financial data (any
differences should be explained). Data should include current
year actuals and budget estimates and actuals for at least the
previous year.

Where a department undertakes operations of a commercial or quasi-
commercial nature in respect of which the Minister for Finance has
determined, pursuant to section 41D of the Audit Act 1901, the
form in which it shall prepare financial statements for those
operations, the departmental annual report should:
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. incorporate financial statements in the form determined; and

. provide information as to the operational performance of the
undertaking (e.g. the operating surplus as a proportion of
working capital provided, trends in turnover, etc.)
including, where practicable, non-financial performance
measures.

Staffing Information

Departmental annual reports should provide an overview of the
staffing levels and characteristics of the department, with
statistics in a sufficiently standardised form to permit
comparisons with Service~wide statistical information published by
the Public Service Board. Figures included in reports should be
consistent with figures provided in returns of staff reported to
the Public Service Board.

The kinds of staffing information in reports should include
information on the classifications and locations of staff, with
indications of how many staff are employed full-time/part~time and
how many are employed under the Public Service Act 1922/other
Acts. The numbers of men and women in the department and in
various categories of staff should be shown. In relation to
Senior Executive Service staff, there should be information
regarding level, sex, gains/losses and participation in staff
development activities.

Accounts should be given of activities in the field of
occupational health and safety, and (as required under s.,22C of
the Public Service Act 1922) of the implementation and operation
of the department's industrial democracy plan. Similarly, the
department’s equal employment opportunity plan might be
summarised, and performance assessed against it.

Other kinds of staffing information, reflecting the nature of
particular departments and their work, should also be included in
annual reports as appropriate.
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APPENDIX B

1982 GUIDELINES FOR DEPARTMENTAL
ANNUAL. REPORTS
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Annual Reporis of Departments and Authoritles

GUIDELINES FOR THE CONTENT,
PREPARATION AND PRESENTATION OF
ANNUAL REPORTS BY STATUTORY
AUTHORITIES

latreductios
These guidelines des imended 5 y
reporting requitements for statutory authotities (incorpore
ated of uningorporated authorities estabiished by of pursiant
102 law of the Commoawealth ar of the A.C.T.) and are sube
jecl1o refinement in the Tight of expecience,

Reports of small unincorporated authorities and office
holders within the publi ¥ conti i
in the relaied depanimental reports where it is practical to do
10,

et g g "
ments imposed by '!" tegis!

caurs: tequire.
tion on individual authorities, but
b docs the

13| a er
fegislation, they should be followed by all such authofities,

All authorilies 3re 1o provide annus} reports a3 soan as
passible afier the end of their financial year, if possible in time
for the estimates debate in the Budget Sitlings, At the very
tatest, reports should be submitted within six monihs {unlessa
shorter period is provided in the legistation of an individuat.
authonity}, An explaaation will be submilted to Patliament if

the deadline has 10 be extended in exczptional cases (the new

deadling is to

ensure thay reports are tabled within ffteen sinting days of"

seceipl,

Where there s 3 requirement for a faem of financial state.
ments to be approved by th ister for Finance, autharities
should commence aegotiations with the Depantment of
Finance early enough to allow issues 1o be resolved without
Zelaying the annual 1cpert. Authonties also need 10 bear in
mind the need for reasenable ume o be allawed for come
pletion of auditing of the financial statement within the six
month deadline,

Report Contenls
Reports should be the means of providing a wide dissemi-
nation of infarmation on authoritics, with special attention
being given to making available material that might not othere
wise be made public as a matter of course.
. of gt itlesengaged
i it he pri istubjectlo
the need to protect commercially sensitive material,
The following information is to be provided in future
anaual (eports:

(i) Enabling legislation: A clear statement of the legise
Tation (i€ any) under which the ocganisation opetates.

{ii} Responsible Minister: To be shown, A description of
any statutary powers of direction which the Minister
has over the authority and details of the exercise of any
such powers, subject ta the need to protect confidens
tialinformation, tobe included.

. (i} Pawen, Functions and Objecis: To be detailed,

(1) Membership and S1all: A fist of the members of the
body and ther teems of appointment, together with
lisung of seniur cxecutive s1afl 3nd 4 statement of the
total number of ST employed by the organisation, [n
addution, the basis for staffing of the organimtions
should be ld:nnﬁeg. The .\ddruulld pMne'l\lmbcr of

<

Financial Statements: All Goverament bodies shoutd
provide statements which adequately discluse financial
aspects of their activities, For example, whete the form
of 2 bady's finsnanal statements 13 approved by the
Minsier for Finance, the approved form must, of
courw, be followed; where an unincorpurated body
bas o specifie finanerad sesponsibiiiies and 70 finane
cul reporng tequitement ewints, 1t Tught be ap=
propnatic to dnclore departmentat cecopts 3nd eapen.
ditures relevamt 10 sty ugerativns, while avwding
unnccosars duplication of the infunnativa contined
 the annust Finsnciat Statements prepated by 1he
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Minister for Finance, The requirement for adequate
distlosure will cateand to budics incorparated undcr
campanies legislation if the Commonwealth is sole
owacr or shatchalder, this will not affect the need 1o
1atisfy the ceporting requirements under company law,
The ‘Depaiment of Finance and. the Auditors
Ge_negl': Office are preparing guidelines which will

13 d {f i nan.

cial statements; an exposure draft enlitled *Proposed
Guidelines {urr |:\_¢ Form and Standard of Financial
W R

way
kwn‘d in August 1980, The Exposutc Daft has beon
{ ? it

() Activities and Reparts: A description of the principal
programs and activities of the body noting objectives
and reviewing achievemens, fnfosmaticn oa interace
tion with other ities, d
International badics should be provided a3 should a list

iod,

of publications during the reporting peri
(i) Operational Problems: A description of the major
problems which have arisen in the body's activities, ine
cluding details of requisite Government action to oves.
uch problems ¢.g the amendment of the ¢n.
sbling Act.

{viii} Subsidiaries: Deails of subsidiary companics formed,
af interest acquired in existing companics, are to be
provided. It & 2 desirable practics 10 include the
annual report of such subsidiaries as are controlled by
the pacrent authority with tha report of that authority,
whege thisis fexsible.

GUIDELINES FOR DEPARTMENTAL ANNUAL
REPORTS

A General Principles
{1} Reports should be the means of peaviding 3 wide
issemination of information on (he activities of de.
z:nmenu with special attention being given to mak.
g available material that might not otherwise
made public 1s & matter of cours. Unduu repetition of
material already widely publicly available should be
awvoided; reference to the source and availability of
such materilmay be appropriate.
{2) The reports should provide an account of depant-

ments” more significant activities and any background
i i 1 f these.

{3) Reports should be otiented towards administrative,
ial and i aspects of
activities.

) Ministers will be responsible for tabling anausl reports.
inhe Parliament and otherwise publicising them. The
detailed content of reports wilt be the respoasibility of
Permanent Heads who should consull as necessary
with their Ministers,

{3) Where comments ate made impinging on the oper-
ations of other depariments and uthonties, special.
<are should be taken (0 sec that 3l views are prosented
inabalancedway.

(6) Reports should be concite yet present all information
necessary for an undersianding of the matters covered.
Soma teports, cipeciaily Ihwae from policy oriented des
pantments. may be quite short,

{7} Asceports ate 10 provide infocmativa on the upecation
of depariments ruther than (o promete them, modest
standards of production are dewrable and approperate,
Relevant AGI'S Guidelines shuuld be closety
observed,

{8} (€ practicable, reports shoukd be prepuated on 4 finane
<ial year Bass a0y 1hould be availible if possible for
the csumstes dobates, in the Dudget Sittings. When
hers are duliculties getting reputts hinished sn Lims foe
the estimates dehales dcpartments sild provide an
ntenim statement in Ad duplicaled foem for the snfues
ation of the Paliment, Depariments cuerently pros
dunrng anauat seports un o caledar pear baws may
cuninue tedosa,

3
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_ B Contemis,
(1) Standard information such ss:

W brief outling of the main lumbndm depariment,

pollcy wuwmlhlkuhdulbndlm
muuu«mh-,muqmwummm

K e, with Babli ic details and u-
A
loctad Saanciel aformation suociated with the

ldnh- mmudlhop«llionoﬂhm

hl bn MM hludm P"l"’m e
umu

Financial Stavements | bnyMl-kup:lotF‘m

statistics in unul mpmuvc form; on wiain m

safing
a bt of senior officsrs (at divitional head evel and
abave) .
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Information releting to the Freadom of Information Act
[coversd hy uideiines imued By the Allamey-

mumumdmwmum

mumnum&cdbnhuha-.‘

@ Onloulh!:uﬂan arly thove
&-amlathnﬂk.hdl sgnihian doviop:
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the offects. of. adminisirative review mochaniems
nismtive Appnh Teloumal, otc.) on
1he Organisation, operal
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APPENDIX C

COMMITTEES, BODIES AND DEPARTMENTS
INVITED TO COMMENT
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COMMITTEES, BODIES AND DEPARTMENTS INVITED TO COMMENT
Senate Standing Committee on Finance
and Government Operations
Joint Committee of Publications
Australian Accounting Research Foundation

Australian Institute of Public
Administration

Australian Institute of Management
NSW Limited

Ingtitute of Chartered Accountants
in Australia

Australian Society of Accountants
Dept. of Prime Minister & Cabinet
Public Service Board

Dept of Finance

auditor-General's Office
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