[image: image1.emf]   

 













 Appendix V

UNITED REPUBLIC OF TANZANIA

OPEN PERFORMANCE REVIEW AND APPRAISAL FORM

(To be filled in Triplicate)

From: July 2011 to June 2012
This Form replaces all other appraisal forms in the Public Service Institutions.  It is intended to meet the requirements of the performance management system and development process.

NOTES ON HOW TO FILL THIS FORM:
1. This Form must be filled by all employees in the Public Service Institutions.  For principal officers and above, at the end of the year, once fully completed, the original should be sent to the Permanent Secretary (Establishments), duplicate to the respective Head of organisation and triplicate to the public servant concerned.  All other employees (senior officers and below) original copy should be sent to the Chief Executive Officer of the organization, duplicate to the parent ministry of the specific cadre and the triplicate to the public servant concerned.

2. Where appropriate, each box shall carry only one letter or figure.  Letters to be in capitals.

3. Personal/Agreed objectives are derived from the Organisation’s work plan (Strategic plan, Annual operating plans or Action plans) and are expected to be implemented in the current year.

4. Sections 2, 3 and 4 of this Form shall be filled by the Appraisee in consultation with the Supervisor and sections 5-6 in the presence of a third party if necessary.

5. Please note that appraisals that are rated as 1 are the best performers and appraisals rated as 5 are the worst performers.  These should be brought to the attention of top management and usually to the attention of the Chief Executive Officer of their respective Organisation.

SECTION 1:  PERSONAL INFORMATION

	Vote Code 
	N
	H
	I
	F
	
	Check Number
	N
	H
	I
	F
	1
	3
	8

	
	
	
	
	
	Vote Description
	
	
	
	
	
	
	
	


	Sub Vote
	
	
	
	
	DFH
	Present Station 


	
	
	
	
	ACCOUNTS DEPT

	
	
	
	
	
	Sub-vote description
	
	
	
	
	
	

	
	

	Name in Full 
	GODI
	GRACE
	ANTHONY
	
	F
	

	
	Surname
	First name
	Middle name
	
	Gender


	Academic Qualification
	MBA
	
	
	


	Duty Post
	HEAD OFFICE
	Substantive Post
	


	Date of First Appointment
	2
	3
	0
	5
	2
	0
	0
	5
	Date of Appointment to present post
	1
	5
	0
	7
	2
	0
	1
	0

	
	D
	D
	M
	M
	Y
	Y
	Y
	Y
	
	D
	D
	M
	M
	Y
	Y
	Y
	Y


	Salary Scale
	19
	Period served under Present Supervisor
	1
	2
	Date of Birth
	2
	6
	0
	4
	1
	9
	7
	3

	
	
	
	Number.of Months
	
	D
	D
	M
	M
	Y
	Y
	Y
	Y

	Terms of Service
	CONTRACT


DD= Day, MM= Month, YYYY= Year, F= Female, Male= Male






	
	2.2 Agreed Objectives
	2.3 Agreed Performance 

Targets
	2.4 Agreed Performance Criteria
	2.5 Agreed

	
	Training users on FMIS
	Trial balance prepared by the end of each month
	Monthly Trial balance
	

	
	
	Quarterly ,semi-annually and final  accounts prepared by the end of each period
	Quarterly, Annual Financial statement Audited Accounts and Audited reports.
	

	
	
	Efficiency in processing accounts transactions increased 
	Computerized accounting function
	

	
	
	Error in reports reduced
	Computerized accounting function
	

	
	
	More customized reports produced 
	Comprehensive Computerized reports by end of 1ST quarter
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2.6 Appraisee




             2.7 Supervisor

GRACE A. GODI                                                   DEUSDEDIT G. RUTAZAA
……………………………….        ………………..                ………………………………..          ……………………

Name (in capital letters)
                     Signed

Name (in capital letters)
                        Signed
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TFN 832

















SECTION 2:  PERFORMANCE AGREEMENT





To be filled by the Appraisee in consultation with the Supervisor





�
2.2 Agreed Objectives�
2.3 Agreed Performance 


Targets�
2.4 Agreed Performance Criteria�
2.5 Agreed�
�
























�




































Ensure final accounts are prepared and submitted to auditors on time





�
Timely payment to staff & suppliers facilitated daily.�
Payment should be done within 3days after being forwarded to accounts department





�
�
�
�
�
store items issued and disbursed to zonal offices on quarterly basis�
Maintaining re-order level before the items are out of stock�
�
�
�
�
Contribution receivable determined by the end of each month�
Monthly contribution receivable are determined and posted before 15 of each month�
�
�
�
�
Benefit payable  determined by the end of each month�
Timely and accurate recognition of Benefit payable�
�
�
�
�
Zonal offices visited for supervision   twice per financial year�
Supervision report�
�
�
�
�
Administrative transfer to Zone account reconciled on quarterly basis�
Reconciled transfer to zone account  before 15 of the following month�
�
�
�
�
Benefit  transfer to Zone account reconciled on quarterly basis�
 Reconciled transfer to zone account �
�
�
�
�
Annual Stock taking conducted at the end of financial year�
Annual stock taking report submitted after 2 month �
�
�
�
�
Plan &  Budget for Department  �
Departmental annual  budget are prepared by end of march�
�
�
�
�
Fixed Asset register  and schedule prepared by 30th June 2011�
Updated fixed asset register and depreciation schedule.�
�
�















SECTION 2:  PERFORMANCE AGREEMENT





To be filled by the Appraisee in consultation with the Supervisor





2.1 S/N�
2.2 Agreed Objectives�
2.3 Agreed Performance 


Targets�
2.4 Agreed Performance Criteria�
2.5 Agreed


Resources�
�
1�



Ensure proper set of accounting records are kept and updated




















































































































Timely and accurate processing of payments





























�
Petty Cash Book captured daily & posted  by end of each month�
Updated monthly  Petty cash book & Trial Balance �
�
�
�
�
Board cash book Captured daily  & Posted at the end of the month�
Monthly updated Cash book &  Trial Balance �
�
�
�
�
Fund  cash book captured daily & posted at the end of the month�
Monthly updated Cash book &  Trial Balance �
�
�
�
�
Adjusting entries-Zonal expenses (Transfer Expenditure/Benefit  Account) by the end of each month�
Monthly updated  Trial Balance �
�
�
�
�
Staff Imprest Capturing Processing & Monitoring daily�
-Staff imprests are retired within 14 days.


-Monthly updated staff ledger �
�
�
�
�
Bank reconciliations for board & Fund accounts prepared by  the end of each month


�
Correct bank reconciliations should be ready for signature before end of the following month


�
�
�
�
�
cash and cheque banked daily


�
Signed daily banking report


�
�
�
�
�
investment  subsidiary ledgers and schedule posted and reconciled at the end of each month


�
Updated ledger & schedule


�
�
�






�
�
Payroll prepared by the end of each month�
Salary should be paid before 25th of every month�
�
�
�
�
 Progressive Expenditure  updated daily�
Timely updated  progressive report & correct balance�
�
�
�
�
Payroll prepared by the end of each month�
Timely paid salary�
�
�
�
�
 Progressive Expenditure  updated daily�
Timely updated  progressive report �
�
�
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