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MDA/RCC/MMDA
HANDING-OVER NOTES
(VOLUME…. (WHERE APPLICABLE)
2021-2024
ii.
Certificate of handing-over/Transitional note and signature of the Minister

          Sample:

I wish to confirm that the contents of this Handing-over Notes reflect the accurate developments which have taken place during the tenure of office and the projections of development to take place before the end of the full tenure,
            ………………….
                                                        …………………..
         Name of Minister                                                                    Signature
            ………………….
                                                         …………………
         MDA/RCC/MMDA                                                                      Date
iii.
Acronyms or Abbreviations

Chapters:

1.0
Introduction
1.1 
State the purpose/aim of the handing-over notes i.e. a full account of the   
stewardship of the Minister.
1.2
Give indication of the contents of the handing-over notes:
1.3
Overview of the MDA/RCC/MMDA and its programmes, projects and activities;
1.4
Highlight the most important changes that have taken place during the Minister's tenure;
1.5
Key results achieved (development and management results)
1.6
Provides a clear and coherent summary of the key challenges and pending issues and 
recommendations in the context of transition;
1.7
Any other contextual factors or processes relevant to development and management 
planning;
1.8
Contains narrative information that is supplemented by additional details in appendices.

2.0
Profile of MDA/RCC/MMDA
2.1
Mandate

Establishment (Cite the Acts, Els, Lls and the dates of establishment of the MDA/RCC/MMDA. Pay attention to the structural changes as a result of new functions, mergers, dissolution, renaming etc. Make references to appropriate files and documents.

2.2
Vision

The MDA/RCC/MMDA Vision statement communicates long-term destination, the optimal desired future state - the mental picture - of what the MDA/RCC/MMDA wants to achieve over time. It gives direction and inspiration as to what the MDA/RCC/MMDA is focused on achieving in five, ten, or more years. 

2.3
Mission

Mission statement declares the purpose and primary objectives of the MDA/RCC/MMDA.  It lists the broad goals for which the MDA/RCC/MMDA is formed. It answers the questions, "What do we do? What makes us different?" Who are our primary "clients" (stakeholders)? What are the responsibilities of the MDA/RCC/MMDA towards these clients?

2.4
Core Values

The guiding beliefs about how things should be done and serve as a compass for our actions.  The MDA/RCC/MMDA's winning Culture defines the attitudes and behaviors that will be required of staff to make the Vision a reality.

2.5.
Functions

For the purpose of achieving its objectives, the MDA/RCC/MMDA performs the following functions: List the functions provided under the enabling law.

2.6
MDA/RCC/MMDA Strategic Plan

Presentation of the MDA/RCC/MMDA Strategic Plan; the processes for its development, content, key issues and the strategies to address challenges, status of implementation. Make references to 
appropriate files and documents on the MDA/RCC/MMDA Strategic Plan. Attach Strategic Plan Framework as Appendix 1.

3.0
Administration

3.1
Structure and Organization

Short notes on how the MDA/RCC/MMDA is organized, the Structure, Divisions, Units, Sections and provide a description of their functions, responsibilities and staffing.  Mention challenges in the set-up and any reform or other initiatives to address issues identified during the Minister's 
tenure.  Make references to appropriate files and documents. Attach Organogram as (Appendix 2).


3.2
MDA/RCC/MMDA Executive/Key Staff
Present the MDA/RCC/MMDA Executive/key staff, i.e. the Minister, Deputy Minister(s), Chief Director, Line Directors, Deputy Directors and Analogous grades and Heads of Units.  Provide the names and positions of key staff.  Describe the chain of command.

Provide information on sex, disaggregated data, age profile, study leave, secondment, transfers, posting, training performance reports attendance to work and discipline. Mention any 
challenges in terms of staff inadequacies, skills mix, numbers, competence and other HR related 
information.  Make references to appropriate files.

Summarize the tasks, duties or responsibilities of the Minister as succinctly as possible.  The Minister's job description can provide a better understanding of the position or role with the MDA/RCC/MMDA.  Make references to appropriate files. 

Also provide notes on other key staff. Attach names, Bios, contact information (phone list) coordinates as (Appendix 3): Also list any documents relevant for the performance fo the function of the Minister as (Appendix 4) e.g. code of Ethics, Civil Service Annual Performance Report, Organisational Manual and Operational Manual.
3.3.       Other Staff of the MDA/RCC/MMDA
Present other staff of the MDA/RCC/MMDA (Employees),Provide information on staff strength sex disaggregated data, age profile, study leave, secondment, transfers, posting, training performance 
reports, attendance to work, discipline and other HR related information and mention any challenges. Make references to appropriate files for further information) Attach staff list as (Appendix 5)
4.0
MDA/RCC/MMDA Programmes/Projects/Initiatives
4.1
Programmes/Projects/ Initiatives

Provide comprehensive notes on the background, design, purpose, rationale, key elements, approval processes, start date, budget provisions, expected outputs/outcomes, anticipated completion date, status of implementation/progress, challenges and way forward on each Programme/Progress, challenges and way forward on each Programme/Project/Initiative.


This covers those continued from predecessor Minister and commenced during tenure of 
Minister reporting.
Also make extensive references to files, Cabinet Memos, documents and records to support the notes.


Attach Summary of all Programmes/Projects/Initiatives as Appendix 6.

4.2
Meetings and Reports
Provide notes on all important meetings and or reports received by the Minister during tenure. 
Make references to appropriate files for further information) Attach list of Reports/Meetings as 
Appendix 7.

5.0
Approved Annual Budget and MDTP of MDA/RCC/MMDA
5.1
Provide overview of MDA/RCC/MMDA Medium Term Development Plan (MTDP), its preparation processes, content and status of implementation, the challenges and way forward. Make references to appropriate files and documents on the MDA/RCC/MMDA's MTDP. Attach summary framework as Appendix 8. 
5.2
Provide overview of MDA/RCC/MMDA approved Annual Budget, Cost Centers, releases, challenges and comments on actions required and the way forward.  Make references to appropriate files and 
documents on the MDA/RCC/MMDA Budget. Attach budget summary for the four (4) year tenure i.e. 2021, 2022, 2023 and 2024.The cut-off point for the 2024 Budget (Actual Expenditure) should be September,2024 ( as Appendix 9. 
6.0
Departments/Agencies/Secretariats under the MDA/RCC/MMDA
Report on all the Departments and Agencies under the MDA/RCC/MMDA/ Secretariats.  On each DA indicate its establishment, mission functions, how organized, staffing, budget, Programmes/Projects/Initiatives, significant achievements, challenges and way forward. If possible provide a separate volume on the DAs under the MDA/RCC/MMDA/Secretariats as volume II of the Handing-Over Notes. Make references to appropriate files and documents on the activities of the DAs 
and attach summary as Appendix 10. 

7.0
Subvented Agencies

Report on the Subvented Agencies under the MDA/RCC/MMDA. On each SA indicate its establishment, mission, functions, how organized, staffing, budget, significant achievements, challenges and way forward. If possible provide a separate volume on the SAs under the MDA/RCC/MMDA as volume II  or III of the Handing-Over Notes.  Make references to appropriate files and documents on the 
activities of the SAs and attach summary as Appendix 11. 

8.0
Boards, Statutory Committees, Councils
Provide information on any Boards, Committees, Commissions and Councils etc. under the MDA/RCC/MMDA.  On each indicate establishment, mission, Terms of Reference, Staffing, deliverables, start date, achievements, challenges, way forward and end date.  Make references to appropriate files and documents on the Boards, Statutory Committees and Councils and attach summary as Appendix 12.
9.0
Legislations and Policies
Provide list and an overview for all legislations and policies used by the MDA/RCC/MMDA during the tenure, provide the background, processes and Cabinet approval, objects, content, start date, status of implementation, challenges and way forward.  Make references to appropriate files and documents. 
Also provide information on legislation pending (in draft). Attach summary as Appendix 13.
10.0
International Agreements, Conventions etc
Provide comprehensive overview of all International Agreements, Conventions, Treaties, and Memoranda of Understanding etc, of which the country is a signatory. Make notes on the background, content, date signed, status and way forward. Make references to appropriate files and documents.  Attach summary of list of International Agreements and Conventions as Appendix 14.
11.0
Key stakeholders
Provide comprehensive notes on the MDA/RCC/MMDA key stakeholders. Provide list of key stakeholders in both the public and private sectors and Attach list as Appendix 15.
12.0
Critical Issues Requiring Decisions/Actions
(i) Before end of full tenure:

Prepare a list of critical issues requiring decision/action by Minister/successor within:


a.
30 days(October 2024)

b.
60 days(November 2024)

c.
96 days(December 2024 to 6th January 2025)

Attach list as Appendix 16a.
(ii) After end of full tenure:
Prepare a list of critical issues requiring decision/action by Minister/successor within:


a.
25 days(7th  - 31st January 2024)

b.
53 days(February 2024)

c.
84 days(March)

Attach list as Appendix 16b.
13.0
Major Events and Activities

(i) Before end of full tenure

Make notes on significant events and activities during the Minister's tenure, how it was done, positives and negatives, recommendations and way forward. Make references to appropriate files for further information).

Prepare a list of all major events and activities that will require decision/action by 
Minister/successor within:


a.
30 days(October 2024)

b.
60 days(November 2024)

c.
96 days(December 2024 to 6th January 2025)

Attach calendars of major events and activities as Appendix 17(a).
(ii) After end of full tenure

Make notes on significant events and activities during the Minister's tenure, how it was done, positives and negatives, recommendations and way forward. Make references to appropriate files for further information).


Prepare a list of all major events and activities that will require decision/action by 
Minister/successor within:


a.
25 days(7th 31st January 2025)

b.
53 days(February 2025)

c.
84 days(March 2025)

Attach calendars of major events and activities as Appendix 17(b).
14.0
Inventory of Assets and Properties of the Government

14.1
Office and Residential Accommodation

Provide short brief on the official assets  in the offices and residences( personal, private or official residence) of the President, Vice-President, persons holding office under the Presidential Office Act, 1993 (Act 463), Ministers and Deputy Ministers of State, Regional and Deputy Regional Ministers of State, Special Assistants, Special Aides to the President, to the Vice-President and to the Ministers of State, Deputy Ministers, Regional Ministers and Deputy Regional Ministers, Metropolitan, Municipal, District Chief Executives, Non-career Ambassadors and High Commissioners and Persons appointed by the President or a Minister of State as members of Statutory Boards and Corporations,
Attach List of Office and Residential Inventory as Appendix 18.
14.2
Official Vehicles

Make notes providing detailed information on the vehicles including project vehicles owned by the MDA/RCC/MMDA. Attach List of Official Vehicles as Appendix 19.
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APPENDIX 1
2.0 MDA/RCC/MMDA PROFILE
2.6 MDA/RCC/MMDA STRATEGIC PLAN (…………..)

	NO.
	KEY ISSUES/RISKS
	STRATEGIC OBJECTIVES


	CHALLENGES AND HOW TO ADDRESS
	RESOURCES REQUIRED


	STATUS/PROGRESS OF IMPLEMENTATION

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


APPENDIX 2

3.0 ADMINISTRATION

3.1 ORGANOGRAM OF THE MDA/RCC/MMDA



APPENDIX 3
3.0 ADMINISTRATION
3.2 EXECUTIVE/KEY STAFF, BIOS, CONTACTS & CO-ORDINATES
	NO.
	NAME AND STAFF NO.
	DATE OF BIRTH
	JOB TITLE
	UNIT/DIVISION
	DATE OF POSTING/APPOINTMENT TO CURRENT

POSION MINISTRY
	CONTACT

CELL/PHONE:

OFFICE DIRECT PHONE:

E-MAIL
	RESIDENCE
(OFFICIAL/PRIVATE/PERSONAL)
HSE.NO:

TEL:

LOCATION/

AREA:
	OFFICE LOC.

AREA: FLOOR: ROOM NO.
	BIOS.

EDUCATION/QUALI-FICATION:

EXPERIENCE

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


APPENDIX 4

3.0 ADMINISTRATION

3.2 KEY DOCUMENTS RELEVANT FOR THE POSITION OF MINISTER
	NO.
	TITLE OF DOCUMENT
	TYPE

HARD/SOFT
	LOCATION;

DIVISION/UNIT,UNIT,REGISTRY,SECRETARIAT


	SUMMARY OF CONTENT/IMPORTANCE OF DOCUMENT

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


APPENDIX 5

3.0 ADMINISTRATION

3.3 LIST OF EMPLOYEES OF MDA/RCC/MMDA (OTHER STAFF)
	NO.
	NAME AND STAFF NO.
	DATE OF BIRTH
	DESIGNATION/GRADE
	DIVISION/UNIT
	DATE OF POSTING/DATE OFAPPOINTMENT TO MINISTRY
	STATUS

(CONTRACT, STUDY, LEAVE, SECONDMENT)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


APPENDIX 6

4.0 MINISTRY PROGRAMMES/PROJECTS/INITIATIVES/REPORTS/MEETINGS

4.1 LIST OF PROGRAMMES/PROJECTS/INITIATIVES
	NO.
	TITLE OF PROGRAMME/PROJECT/INITIATIVE


	LOCATION


	BRIEF NARRATIVE

PURPOSE/OBJECTIVES
	EXECUTING FIRM/CONTRACTOR
	CONSULTANT
	START DATE
	ANTICIPATED COMPLETION DATE
	COST (CONTRACT SUM)


	PAYMENTS
	OUTSTANDING PAYMENTS
	FUNDING SOURCE(S)
	STATUS PROGRESS TO DATE

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


APPENDIX 7

4.0 MDA/RCC/MMDA PROGRAMMES/PROJECTS/INITIATIVES/REPORTS/MEETINGS

4.2 MEETINGS AND REPORTS
	NO.
	TITLE OF REPORTS/MINUTES


	BRIEF NARRATIVE

PURPOSE/SIGNIFICANCE
	START DATE 


	WHO IS RESPONSIBLE

DIVISION/REGISTRY/SECRETARIAT
	ACTION REQUIRED
	TIME FRAME

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


APPENDIX 8

MTDP-SUMMARY FRAMEWORK 

	NO.
	KEY FOCUS AREA
	ISSUES
	POLICY OBJECTIVES


	STRATEGIES
	IMPLEMENTING AND COLLABORATIVE AGENCIES

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


APPENDIX 9

BUDGET SUMMARY (2021, 2022, 2023 & 2024)
	NO.
	COST CENTRE
	ITEM
	TOTAL COST
	ACTUAL EXPENDITURE
	RELEASES TO DATE
	REMARKS

	
	
	COMPENSATION
	GOODS AND SERVICES
	CAPEX
	
	GOODS AND SERVICES
	CAPEX
	GOODS AND SERVICES
	CAPEX
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


APPENDIX 10

6.0 DEPARTMENTS AND AGENCES/SECRETARIAT
LIST OF DEPARTMENTS AND AGENCIES/SECRETARIAT
	A: DEPARTMENTS



	NO.
	NAME

DEPARTMENT
	MANDATE
	OFFICE LOCATION

AREA:

FLOOR:

ROOM:
	NAME OF HEADS OF DEPARTMENT
	CONTACT

CELL/MOBLE:

OFFICE DIRECT:

EMAIL:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	B: AGENCIES/ SECRETARIAT

	NO.
	NAME

AGENCY/SECRETARIAT
	MANDATE
	OFFICE LOCATION

AREA:

FLOOR:

ROOM:
	NAME OF HEADS OF AGENCY/SECRETARIAT
	CONTACT

CELL/MOBLE:

OFFICE DIRECT:

EMAIL:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


APPENDIX 11

7.0 SUBVENTED AGENCIES

LIST OF SUBVENTED AGENCIES
	NO.
	NAME OF SUBVENTED

AGENCY
	MANDATE
	OFFICE LOCATION

AREA:

FLOOR:

ROOM
	HEAD OF SUBVENTED AGENCY
	CONTACT

CELL/MOBILE:

OFFICE DIRECT LINE:

EMAIL:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


APPENDIX 12
9.0 BOARDS/STATUTORY/COMMITTEES/COUNCILS
LIST OF MEMBERSHIP OF BOARDS/STATUTORY/COMMITTEES/COUNCILS
	NO.
	NAME
	CHAIRMAN/MEMBERS
	DATE OF APPOINTMENT
	END OF TENURE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


APPENDIX 13

10.0 LEGISLATIONS AND POLICIES

LIST OF POLICIES/LEGISLATIONS
	TITLE


	BRIEF DESCRIPTION
	STAGE OF DEVELOPMENT
	ACTION REQUIRED 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


APPENDIX 14

11.0 INTERNATIONAL AGREEMENTS, CONVENTIONS
	NO.
	NAME 


	BRIEF             DESCRIPTION
	SPECIFIC OBLIGATIONS
	DATE SIGNED
	STATUS OF IMPLEMENTATION(RATIFIED,PENDING ETC)
	LOCATION OF KEY DOCUMENTS

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


APPENDIX 15

12.0 KEY STAKEHOLDERS

LIST OF KEY STAKEHOLDERS

	NO.
	NAME 


	BRIEF DESCRIPTION OF ROLES
	OFFICE LOC.

AREA:

FLOOR:

ROOM:
	KEY CONTACT PERSON
	CONTACT

CELL:

OFFICE PHONE:

E-MAIL:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


APPENDIX 16a
13.0 CRITICAL ISSUES REQUIRING DECISION/ACTION
 (BEFORE END OF FULL TENURE)

	WITHIN 30 DAYS



	NO.
	ISSUES
	DECISION/ACTION REQUIRED


	TIME FRAME
	IMPLICATIONS

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	


	WITHIN 60 DAYS



	NO.
	ISSUES
	BRIEF NARRATIVE


	TIME FRAME
	IMPLICATIONS

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	

	6.
	
	
	
	


	WITHIN 96 DAYS



	NO.
	ISSUES
	BRIEF NARRATIVE


	TIME FRAME
	IMPLICATIONS

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	


APPENDIX 16b
13.0 CRITICAL ISSUES REQUIRING DECISION/ACTION
 (AFTER END OF FULL TENURE)

	WITHIN 25 DAYS



	NO.
	ISSUES
	DECISION/ACTION REQUIRED


	TIME FRAME
	IMPLICATIONS

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	


	WITHIN 53 DAYS



	NO.
	ISSUES
	BRIEF NARRATIVE


	TIME FRAME
	IMPLICATIONS

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	


	WITHIN 84 DAYS



	NO.
	ISSUES
	BRIEF NARRATIVE


	TIME FRAME
	IMPLICATIONS

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	

	6.
	
	
	
	


APPENDIX 17(a)

14.0 MAJOR EVENTS AND ACTIVITIES
CALENDAR OF FORTHCOMING MAJOR EVENTS AND ACTIVITIES
(BEFORE END OF FULL TENURE) 
	WITHIN 30 DAYS



	NO.
	ACTIVITY/EVENT
	ROLE OF INSTITUTION
	SIGNIFICANCE


	VENUE
	DATE
	ACTION REQUIRED

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	


	WITHIN 60 DAYS



	NO.
	ACTIVITY/EVENT
	ROLE


	SIGNIFICANCE


	VENUE
	DATE
	ACTION REQUIRED

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	

	5.
	
	
	
	
	
	


	WITHIN 96 DAYS



	NO.
	ACTIVITY/EVENT
	ROLE
	SIGNIFICANCE


	VENUE
	DATE
	ACTION REQUIRED

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	

	5.
	
	
	
	
	
	


APPENDIX 17(b)

14.0 MAJOR EVENTS AND ACTIVITIES
CALENDAR OF FORTHCOMING MAJOR EVENTS AND ACTIVITIES
(AFTER END OF FULL TENURE)
 
	WITHIN 25 DAYS



	NO.
	ACTIVITY/EVENT
	ROLE OF INSTITUTION
	SIGNIFICANCE


	VENUE
	DATE
	ACTION REQUIRED

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	


	WITHIN 53 DAYS



	NO.
	ACTIVITY/EVENT
	ROLE


	SIGNIFICANCE


	VENUE
	DATE
	ACTION REQUIRED

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	

	5.
	
	
	
	
	
	


	WITHIN 84 DAYS



	NO.
	ACTIVITY/EVENT
	ROLE
	SIGNIFICANCE


	VENUE
	DATE
	ACTION REQUIRED

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	

	5.
	
	
	
	
	
	


APPENDIX 18

OFFICE AND RESIDENTIAL ACCOMMODATION INVENTORY

A: MINISTER’s OFFICE INVENTORY
	OFFICE LOC.:

AREA:

FLOOR:

ROOM NO.:

	NO.
	ITEM DESCRIPTION
	QUANTITY
	MODEL
	SERIAL/TAG NO.
	CONDITION
	REMARKS

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	


B: RESIDENTIAL ACCOMMODATION
	MINISTER’s RESIDENTIAL INVENTORY

BUNGALOW NO.:

LOC./AREA:

	NO.


	ITEM DESCRIPTION
	QUANTITY
	TYPE
	SERIAL/TAG NO.
	CONDITION
	REMARKS

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	

	5.
	
	
	
	
	
	


OFFICE AND RESIDENTIAL ACCOMMODATION INVENTORY
A: OFFICE INVENTORY
	DEPUTY MINISTER’s OFFICE INVENTORY

OFFICE LOC.

AREA:

FLOOR:

ROOM NO.:

	NO.


	ITEM DESCRIPTION
	QUANTITY
	MODEL
	SERIAL/TAG NO.
	CONDITION
	REMARKS

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	


B: RESIDENTIAL ACCOMMODATION
	DEPUTY MINISTER’s RESIDENTIAL INVENTORY

BUNGALOW NO.:

LOC./AREA:

	NO.


	ITEM DESCRIPTION
	QUANTITY
	TYPE
	SERIAL NO.
	CONDITION
	REMARKS

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	

	5.
	
	
	
	
	
	


APPENDIX 19
15.0 INVENTORY OF THE ASSETS AND PROPERTIES OF THE GOVERNMENT
15.2 LIST OF OFFICIAL VEHICLES
	NO.
	TYPE OF VEHICLE
	VEHICLE MODEL
	VEHICLE MAKE
	REGISTRATION NO. & DATE OF REGIS.
	CHASSIS NO.
	ORIGINAL VEHICLE COST
	MODE OF PAYMENT
	AMOUNT PAYED TO DATE
	PERIOD OF INSURANCE
	ESTIMATED USEFUL LIFE
	USER NAME& DESIGN.
	STATE/CONDITION OF VEHICLE
	LOCATION

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


FINANCE AND ADMIN.


DIVISION





POLICY PLANNING MONITORING/EVALUATION DIVISION





CHIEF DIRECTOR





SERVICE AGENCIES





MINISTER


DEPUTY MINISTER(S)





SUBVENTED AGENCIES, CORPORATIONS, PUBLIC COMMERCIAL INSTITUTIONS





RESEARCH,STATS INFO.MAGT. DIVISION





HUMAN RESOURCES DEVPT. DIVISION





REGULATORY BODIES





GOVERNING COUNCILS,


BOARDS





B





DEPARTMENTS
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